CITY OF LAS VEGA:
HOPWA PROGRAM

Policies and Procedures

Note:
This City of Las Vegas HOPWA Program: Policies and Procedures manual is an evolving
document. Comments and suggestions from project sponsors wiktlcemed on how
to improve it, so that everyone involved in the service delivery may work together to
have a better understanding of the program. This will help ensure that Nevadans who
are experiencing a housing crisis and who have also been diagnokadIWIAIDS have
access to safe, clean, affordable housing, and can take steps to achieve housing stability.
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Purpose

The purpose of this document is to provide uniform, consistent guidance on the City of Las Vegas
HOPWA Program to assist local HOPWA project sponsors and any other parties responsible for the
implementation of the daffo&lay activities of the HOPW#ogram. These policies and procedures
provide more detailed clarification for current activities, and serve as comprehensive guidance on the
implementation of longerm permanent housing as a statewide activity. Standardization of these
HOPWA policies anprocedures improves service delivery, provides for fair and equitable access to
services, and alleviates problems of inconsistency associated with local program guidelines.

The City of Las Vegas HOPWA Program Policies and Procedures are written anaeowitth the

federal regulations as authorized by the AIDS Housing Opportunity Act (AHOA) of 1990, and amended by
the Housing and Community Development Act of 1992 (Public La3M2approved October 28,

1992). The regulations of the program are govethy 24 CFR Part 574, as amended, Housing
Opportunities for Persons With AIDS Final Rule, published in the Federal Register on April 11, 1994; 24
CFR Part 91, as amended, Consolidated Submissions for Community Planning and Development
Programs; and CPD Z87, issued August 3, 2006.

This document is written for both grant program coordinators and the project sponsors. For grant
program coordinators, this document describes their roles and responsibilities, and provides assistance
in developing project spows contracts and the monitoring of those contracts. For project sponsors, this
document describes their roles and responsibilities, the provisions of the project sponsor contract, the
requirements and the monitoring gdroject sponsors

This document inclles requirements for client determination; allowable services and activities; and
other requirements necessary to maintain compliance and continued funding from the U.S. Department
of Housing and Urban Development (HUD) for the City of Las Vegas HOPVéfPTdg policies and
procedures included in this document were developed and coordinated by the Office of Community
Services.

While this publication is intended to provide thorough and comprehensive documentation of program
policies and procedures, somaique situations may not be adequately addressed here. For this reason,
the City of Las Vegas HOPWA Program reserves the rights to amend, alter, or grant incidental exceptions
to all policies outlined when allowable. This document is based on federataedsgulations, and any
modifications must be approved by the Office of Community Services.

This document and any referenced manuals are updated to provide the most accurate,
comprehensive information available. It is the responsibility of the GRAROIGRAM
COORDINATORS and PROJECT SPONSORS to ENSURE COMPLIANCE with all updated policie
and procedures, and referenced manuals.
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Introduction

The national Housing Opportunities for Persons with AIDS (HOPWA) Program was established by the
AIDS Housing Opganity Act of 1990, and revised under the Housing and Community Development Act
of 1992 to provide housing assistance and related supportive services fdndowe persons living with
HIV/AIDS and their families. The HOPWA program provides states afitideavith resources and

incentives to devise loigrm comprehensive strategies for meeting the housing needs of low income
persons with acquired immunodeficiency syndrome (AIDS) or related diseases and their families. Under
the U.S. Department of Houngj and Urban Development (HUD) HOPWA regulations, Section 24 C.F.R.
Part 574, this program authorizes entitlement grants and competitively awarded grants for housing
assistance and services.

The HOPWA grant is an entitlement grant program based on a rdilevitending source pursuant to

the number of Human Immunodeficiency Virus (HIV) positive diagnoses as reported to the CDC (Center

for Disease Control) by Clark County Health District. The HOPWA grant covers Clark County, Nevada.
¢KAA | NBI ASAcEligiblé MeRopalitknStatistcal Area. The EMSA no longer includes Nye

| 2dzy e bS@GFRI YR az2KFI@S /2dzyies ! NRT 2yl ® ¢KS 1| h
HIV positive diagnoses in the EMSA, which the Clark County Health Distmétssiabthe CDC.

Metropolitan areas with a population of more than 500,000 and at least 1,500 cumulative AIDS cases

are eligible for HOPWA Formula Grants. In these areas, the largest city serves as the Formula Grant
Administrator.

HOPWA funds are used tesast those who are infected or affected by HIV/ Acquired Immunodeficiency
{@8YRNBYS 0! L5{0® hyS 2F (KS 3INIylQa Ldz2N1}RaSa Aa i
HOPWA funds are intended to be used in conjunction with other resources, inchrdigigms involving

health care and supportive services for persons with HIV/AIDS under the Ryan White CARE Act and other
Federal, State, local and private sources.

HOPWA provides several forms of housing assistance and essential support services.ddsissange

is based on Fair Market Rents for the locale. HOPWA is administered similarly to other HUD grants, i.e. a
client must meet the HUD Section 8 income qualifications. The difference between the two grants is the
specific clients who are served. UndHOPWA the client must be HIV positive. The affected family or
caregiver may also qualify for assistance.

HOPWA can also pay for housing acquisition and housing rehabilitation. There are two categories under
housing rehabilitation: 1) Nesubstantial relbilitation means rehabilitation that involves costs that are
less than or equal to 75 percent of the value of the building after rehabilitation. 2) Substantial
Rehabilitation means rehabilitation that involves costs in excess of 75 percent of the véhee of

building after rehabilitation.
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Minimum use period for structure¥he HOPWA grant carries the provision that for-sohstantial
rehabilitation or repair there is a requirement that the facility must provide housing for HIV/AIDS
individuals and theifamilies for a minimum of three (3) years. For substantial rehabilitation or
acquisition the period is not less than ten (10) years.

The rental assistance payments, which HOPWA clients receive, are based on a percentage formula of

their family/householdi®2 YS® C2NX¥ & G2 OFft OdzA I GS | Of ASydQa 3INR
in this manual. The maximum percentage of the grant that can be used for administrative expenses is

7% for the Provider agency.

Program Vision, Goals and Objective

The statutay purpose of the HOPWA program is to provide states and localities with resources and
incentives to devise lonerm comprehensive strategies for meeting the housing needs ofitcame
persons living with HIV/AIDS and their families. This focus on mguiusing assistance and related
support services for HOPW&igible clients will reduce the risk of homelessness for this population and
increase access to appropriate healthcare and other support.

TheVISIONof the City of Las Vegas HOPWA Programiigtease housing stability, and improve the
quality of life for clients and their families.

TheGOALSf the City of Las Vegas HOPWA Program are to prevent the condition of homelessness from
occurring to individuals and families living with HIV/AIDS; airéady homeless, to transition individuals

and families back into stable housing as soon as possible, as well as to create a strategyésmong
housing stability for persons living with HIV/AIDS.

TheOBJECTIVIBSthe City of Las Vegas HOPWA Progrearas follows:

aSSié 1'5Qa ylridAz2ylf 32t 2F AYyONBlraiAy3a GKS | @At
income people living with HIV/AIDS.

Create and support affordable housing units for people living with HIV/AIDS by matching HOPWA funds
with other resources through community planning for comprehensive housing strategies.

Create partnerships and innovative strategies among state and local governments and coramunity
based norprofit organizations to identify and serve the housing and supipeiservice needs of people
living with HIV/AIDS.

HUD Performance Measurement System HOPWA Objeciezent Housing

The statutory purpose of the HOPWA Program is to meet the housing needs-ioiclowe persons with
HIV/AIDS and their families. As a réstlile objective will generally be Decent Housing.

HUD Performance Measurement System HOPWA OutcoiMfilmrdability
13



The outcome for HOPWA activities will most commonly be Affordability, but in some instances may be
Availability/Accessibility.

Guidelines frsm HUD strongly encourage that HOPWA funding be administered in coordination with
Ryan White programs. Funding received from this grant may not be used to replace other federal, state,
or local funding.

¢CKS /AGe 2F [Fa +£S3F a | hepdrtihg guidéihasid Yacks RrégiamB & (2
outcomes according to the following national performance measures:

Increase the percentage of qualified clients/households able to establish or better maintain suitable
stable housing.

Improve accessibility to healttare and other support services for qualified clients/households.

Reduce the risk of homelessness among individuals and families living with HIV/AIDS.

HOPWA Regulations and Guidance
AIDS HOUSING OPPORTUNITY ACT

HOPWA was created through the National Adtdsle Housing Act of 1990, and authorized by the AIDS
Housing Opportunity Act of 1992. It provides state and local governments with the resources and
incentives to devise loerm comprehensive strategies for meeting the housing needs of persons with
AlD&and their families. HOPWA Regulations 24 CFR, Part 574 were written based on the Act, and
provide the requirements and framework for the HOPWA Program. The Act can be found at
https://www.hudexchange.info/resource/2934/aidsousingbpportunityZact/.

HOPWA REGULATIONS

The HOPWA program rules in 24 Code of Federal Regulation (CFR), Part 574, provide the requirements
and general standards for the HOPWA Program including information such as eligible activities, client
gualifications, housing quality staadls, standards regarding resident rent payments, administrative,

and record keeping requirements as provided under the United States Housing Act of 1937.

OTHER APPLICABLE REGULATIONS

Further information regarding the below regulations can be foundtgis://www.ecfr.gov/cqi-
bin/text-idx?tpl=/ecfrbrowse/Title24/24tab 02.tpl
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INB GKS 1!'5 NBIdA I (GA2ya RSFAYAymEe GKS &f
that must be counted in determining income eligibility for HOPWA, Section 8, public housing,
and other HUAssisted housing programs serving persons with disabilities.

are the HUD regulations requiring certain deductions be made to a
hodza SK2f RQa 3INR&a lyydadt AyO2YS Ay 2NRSNI G2 | NN
HOPWA, Section 8, public housing, and other EEKisted housing programs serving persons
with disabilities.
24CFR Part 5.617 are the HUD regulations requiringadlalivance of earned income by persons
with disabilities residing in housing funded by HOPWA, Section 8, HOME and the Supportive
Housing Program (SHP) upon returning to work after certain conditions have been met.

are the HUD regulations reging environmental reviews for a particular projects
or activities funded by several HUD programs and for acquisition, rehabilitation, conversion,
lease, repair, disposal, demolishing, or construct or property.
dre the regulations for grastand agreements with institutions of higher,
Hospitals, and other naprofits relating primarily to requirements for acquiring and disposing
of goods and services purchased with federal funding, and the methods of documenting and
accounting for those item
are the regulations for grants and cooperative agreements to state, local and
federally recognized Indian tribal governments for acquiring and disposing of goods and services
purchased with federal funding, and the methods of documenéind accounting for those
items.
are regulations for Leaf?ased Paint Poisoning Prevention Act
(42 U.S.C. 48224846) and leabased paint poisoning notification requirements.
rélates to Conflict of IntereésNongrofit agencies should have policies in
place that identify and handle real or potential conflicts of interest on the part of board
members, staff persons, and other representatives of the organization, such as volunteers. HUD
requiressuchapoliy ¢ KAOK | NB 2FGSy LINIL 2F Ly 2NHFYATL
staff, and volunteers. It is advisable to have a copy signed by all members listed above on an
annual basis.
also relates to conflict of interest. Project sponsomgst assure that no
person who is an employee, agent, consultant, officer, or elected or appointed official and who
exercises or has exercised any functions or responsibilities with respect to the HOPWA program
will be qualified for HOPWA assistance. Aiddally, no person who may obtain a financial
interest or benefit or have an interest in any contract, subcontract or agreement with the
HOPWA program, either for himself or herself or for those with whom they have family or
business ties will be qualififor HOPWA assistance during their tenure or for one year
thereafter. The conflict of interest policy under the HOPWA regulations further stipulates that a
conflict of interest exists for anyone in a position to participate in a decision making process or
gain inside information about the HOPWA program, such individuals will not be qualified for
HOPWA assistance.
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1 of the Federal Fire Prevention and Control Act of 1974 relates to Smoke alarm
requirements.

OMB CIRCULARS

1 yCost Principles for State, Local and Indian Tribal Governments (05/10/2004) Relocated to
2CFR, Part 225This Circular establishes principles and standards for determining costs for
Federal awards carried out through grants, cost reimbursement confrantsother
agreements with State and local governments and fedegalipgnized Indian tribal
governments (governmental units).

1 ) Grants and Cooperative Agreements with State and Local Governments (08/29£1997)
This Circular establishes consistenog uniformity among Federal agencies in the management
of grants and cooperative agreements with State, local, and fedgraltpgnized Indian tribal
governments.

1 1 WUniform Administrative Requirements for Grants and Agreements with Institutions of
Higher Education, Hospitals, and Other ¥@rofit Organizations (9/30/9This Circular applies
to subdawards made by State and local governments to organizations covered by this Circular.
Federal agencies may apply the provisions of this Circulamrtomercial organizations, foreign
governments, organizations under the jurisdiction of foreign governments, and international
organizations.

1 1 €ost Principles for Ndprofit Organizations (05/10/2004), Relocated to 2 CFR, PaiZ 230
This Circular eshdishes principles for determining costs of grants, contracts and other
agreements with nogprofit organizations. The principles are designed to provide that the
Federal Government bear its fair share of costs except where restricted or prohibited by law.
The principles do not attempt to prescribe the extent of cost sharing or matching on grants,
contracts, or other agreements.

1 ) Audlits of States, Local Governments, and ZRoofit Organizations (6/26/07This
Circular is issued pursuant to the Singledit Act 0f1984, P.L. #8002, and the Single Audit Act
Amendments of 1996, P.L. 156. It sets forth standards for obtaining consistency and
uniformity among Federal agencies for the audit of States, local governments, agutofin
organizations expeding Federal awards.

OTHER HOPWA GUIDANCE

1 Grantees are required to submit
information about their project sponsors (sffjtantees) in the Federal Funding Accountability
and Transparency Act S&lward Reporting System (FSRS). Grantees may consult a frequently
asked questions list that has been posted on this website as well as registering to report in the
a2adsSyo 1!5 Aa lfta2 NBaLRyaaoftS FT2N adzooYAddaay3
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submitting data on their project sponsors (gfjantees).

Restricted Use of HOPWA Funds for AIDS Drug Assistance and Other Healthcargi€osts:
memorandum provideguidance regarding the eligibility of AIDS drug assistance and other
healthZare costs under the Housing Opportunities for Persons with AIDS (HOPWA) Program.
This guidance is provided to help ensure that activities under the HOPWA program are carried
out in a manner that addresses the program's statutory purpose at 42 U.S.C. 12901 "to provide
States and localities with the resources and incentives to devis&@ngcomprehensive
strategies for meeting the housing needs of persons with acquired immunasteficsyndrome

and families of such persons." The guidance can be found at
https://archives.hud.qgov/offices/cpd/aidshousing/library/adap.cfm

15 b20A0S /| t Sactured HomesThishatice providesguidance for the use of
Housing Opportunities for Persons with AIDS (HOPWA) funds for #aaat rental assistance
(TBRA), shafierm rent, mortgage, and/or utility assistance (STRMU) payments, or forZmove
costs unér permanent housing placement activities for qualified persons living in manufactured
housing/mobile homes. Because HOPWA allows flexibility in its application, HUD has
determined that HOME Investment Partnerships Program (HOME) guidelines may be redferenc
to support the use of HOPWA funds for this purpose. The notice can be &und
https://www.hudexchange.info/resource/2269/notecpd-03-05-guidancemanufactured
housingunder-home-program/

|5 b20A0S |/ t 5 Thisnotice published on August 3)/2006 establishes standards
for operating a the Shafflerm Rent, Mortgage and Utility assistance (STRMU) program,
includingrequirements for needéased assessments, methods of calculating weeks of
assistance, criteria to follow when establishing capped amounts, and the grantees responsibility
to ensure that project sponsors apply STRMU standards in a uniform, consistengrahd n
discriminatory manner. The notice can be found at
https://www.hudexchange.info/resources/documents/NotigeP B06-07-StandardsHopwa
StrmuPaymentsPermanentHousing.pdf

STRMU AssistancEhis document published in November 2015 complements HUD Ndiibe C
0647, and offers updated guidance for providing SHeetm Rent, Mortgage, and Utility

(STRMU) assistance under the HOPWA program. The information presented in this document
defines the qualifications for STRMU assistance, outlines the use of HOP¥¢AdUSTRMU,
describes methods to determine the qualified period of assistance, and explains the waiver
process. The document can be foundhétps://www.hudexchange.info/resource/4843/hopwa
short-term-rent-mortgageand-utility -assistance/

Consolidated Annual Performance and Evaluation Report (CAMERSAPER provides annual
performance reporting on client outputs and outcomes that enablesssessment of HOPWA
grantee performance in achieving the housing stability outcome measure. The CAPER fulfills
statutory and regulatory program reporting requirements and provides the grantee and HUD
with the necessary information to assess the overalgpam performance and
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accomplishments against planned goals and objectives. HOPWA sponsors are required to submit
a CAPER, and complete annual performance information for all activities undertaken during
each program year in the IDIS, demonstrating cawtion with other Consolidated Plan
resources. HUD uses the CAPER to obtain essential information on grant activities, project
sponsors, housing sites, units and households, and beneficiaries which includes racial and ethnic
data on program participants APER forms can be found at
https://www.hudexchange.info/resource/1011/hopweaperform-hud-40110d/

Integrated Disbursement and Information Systems (IID$S:is m online reporting system that
allows HOPWA formula grantees to provide HUD with performance results related to their
Consolidated Plan and Annual Action Plans. It is also the mechanism formula grantees utilize to
draw reimbursement funds from HUD into ihéank accounts. Grantees must set up all

HOPWA activities in IDIS at the beginning of the year, and close out the grant in IDIS once all
funding is expended from a particular award. Currently, to avoid issues with inconsistencies
between HOPWA CAPER rejmg requirements, as issued January 24, 2008 and the IDIS Online
screens, formula grantees utilize the consolidated CAPER with IDIS Beneficiary Verification
Worksheets to report beneficiary demographic data; however, once IDIS has been updated to
reflectthe most current HOPWA CAPER reporting format, the Beneficiary Worksheet will be
discontinued. IDIS information can be found at
https://www.hudexchange.info/programsdis/quides/hopwa/#resources

HOPWA Grantee Oversight Guilhe HOPWA Grantee Oversight Guide provides HOPWA the
sponsor and grantee with detailed guidance in fulfilling HOPWA grants management
responsibilities. This guidance is a tool to be used by sger@d the grantee in navigating
responsibilities to achieve the HOPWA program's housing stability performance outcome
measures of maintaining stable housing arrangements, reducing risks of homelessness, and
improving access to care. Download the fulldgufupdated August 2010) at:
https://www.hudexchange.info/resource/1003/hopwgranteeoversightresourcequide/

HOPWA Financial Management Trainilibis esource is an online, virtual gateway to help
grantees and project sponsors acquire the knowledge and practical tools needed to implement
effective financial management as a part of their daily routine and effective operation of the
HOPWA program. HOPWA&éncial management online training can be found at
https://www.hudexchange.info/resource/1920/hopwhnancialmanagemeniraining-manual/

Homelessnesassistance¢ KA & 6 S0 & A (iZ%op ghap far ipférresion and sources for

providers who are assisting persons who are homeless or at risk of becoming homeless, and

persons with HIV/AIDS. Most relevant resources related to the HOPWA program,hgus ot

valuable supportive hasing resources can be found at

KGGLIAYKKSS66 PKAZRSEOKE YIS DAY F2kK2YSt SaaySaanl aai
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Program Components and Allowable Services per HOPWA Regulations

HOPWZAunds may be used to assist all forms of housing designed to prevent homelessness including
emergency housing, shared housing arrangements, apartments, single room occupancy (SRO) dwellings,
and community residences. Appropriate supportive services muptdaded as part of any HOPWA

assisted housing, but HOPWA funds may also be used to provide services independently of any housing
activity. HOPWA funds fall into four main categories: Direct Housing Assistance, Supportive Services,
Other Program Activiteand Administrative Expenses.

The City of Las Vegas HOPWA Program provides the follBM@R§VA SERVICEBSjualified individuals:

=A =4 =4 4 -8 A 4

ShorfZerm Rent, Mortgage, and Ultility assistance (STRMU)
Tenan#Based Rental Assistance (TBRA)
Permanent Housing PlacemegiitHP)
Shor#Zerm supported housing facilities (Transitional Housing)
Resource Identification Services
Housing Case Management
Other Supportive Services including, but not limited to, nutritional services, mental health, drug

and alcohol treatment; and assance in gaining access to local, state, and federal government
benefits and services.
Activities under the City of Las Vegas HOPWA Program are carried out in a manner that addresses the
Ay (i SERM STRATREESAGE Beet[ndithaBpuseds of persons with HIV
disease and their families. To this end, the program allows RESOURCE IDENTIFICATION funds to be used
on activities to establish, coordinate, and develop housing assistance resources for qualified persons.
This includes conduicig preliminary research and making expenditures necessary to determine the
feasibility of specific housiggelated initiatives.

LINE 3N YQa

By coordinating HOPWA services through the Ryan White Part B consortia and planning bodies, HOPWA
clients are afforded access supportive services funded under Ryan White Part B and state general
revenue programs including, but not limited to, medical care, transportation, insurance, dental,
counseling services, and emergency financial assistance.

The below table (taken from CRBA7) clarifies how STRMU payments and other HOPWA allowable
housing activities can be used to help households achieve more stable housing arrangements [as found
at 24 CFR 574.300(b)].

(for households
with a lease)

week limit

inspections for
Housing Quality
Standards and with

Eligible HOPWA A. Short-term Rent, | B. Tenant-based C. Housing D. Permanent E. Housing Case
Activity (right) and Mortgage and Rental Assistance Information Housing (PH) Management as a
type of benefit Utility payments Services Placement as a Supportive Service
(below) Supportive Service

1. Rent payments Yes, if within 21 Yes, if done with No No No
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resident rent

payments
2. Mortgage Yes, if within 21 No No, but can be No No
payments (but not week limit (for costs related support
down-payment within the mortgage through information
support for new agreement) on homeownership
units) programs
3. First 1 No No No Yes, for reasonable | No
rent and security costs to move
deposits; credit persons to permaner|
checks housing, not to
exceed 2 months of
rent costs, including
security deposits ang
fees for credit checks
4. Utility payments | Yes, if within 21 Yes, if part of the No Yes, but only for No

(gas, electric, water | week limit rental payment onetime utility
and sewer) hookup and
processing costs
5. Information No No Yes, for costs for Yes, as support and | Yes, such as
and/or support to providing help to complete PH| counseling and help
locate and apply for information and applications, and to develop a housing
housing assistance materials that infan | eligibility screenings | service plan to
clients of available | for tenancy or establish stable
housing utilities for these permanent hoisg
units
6. Move-in support, | No No No No, however No
such as supplies, programs may
furnishings, coordinate with
incidental costs, and leveraged resources
minor repairs of and donations for
housing units these purposes
7. Other elements No No No Life skills and Help to access other

housing counseling
on unit cleaning,
maintenance and

household budgeting

benefits, such as
healthcare and other
supportive services

HOPWA Program Administration

Contracts are managed by the Office of Commufig NIBA OS &

F Y R

FEATY 6AGK

to June 30. The terms of the contract between the City of Las Vegas and the project sponsor are
violated, additional funds to the project sponsor could be jeopardized until satisfactory resolution is

achieved.

Pre and Post Contract Procedures
Summary of Procedures and Responsibilities
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General Information

Authority

Release of Fund$¢ @ { ® 5SLI NIYSyd 2F |1 2dzaAiy3a I yR
program application and releases the funds to @igy in late July, or early August. (This is an
approximate timeframe only)

HUD

City

Orientation and Technical Assistance Session for first time HOPWA ageqéirrientation
meeting may be held after the City Council allocates the awards and pitioe wontract year. If
the agency is unable to attend, your HOPWA representative will arrange to conduct the
orientation at another time. The orientation is to educate new Project Sponsor agencies al;
the basic rules on how all HOPWA activities must afgert provides an opportunity to establig
clear expectations with respect to performance standards, policies, and procedures. The g
will find out how and when to start theroject.

City
Agency

Environmental Clearance Required=unds cannot be digated or expended until an
Environmental Clearance is completed and the contract is executed. Any expenditures for
project that take place before the execution of a contract and the completion of the
Environmental Clearane@nnotbe reimbursed.

City

Agency

Project Notice to Proceed Construction, acquisition, or rehab projects only. The specific
authorization to begin the project is contingent upon the environmental clearance being
completed.

City

Agency

Agreementc The agreementisthecentralNdi 2 F G KS F3Sy0eéQa | hi
requirement by presenting a concise statement of rules of the HOPWA program, the cond
under which funds are provided and measures fiscal and program performance.

City

Agency

Procurement Requirements If planning to purchase materials, agency products, or service
using HOPWA funds, the agency must follow a free and open competitive process in secu
products or services. Agencies must properly document the purchase aatidtgiecisions. All

procurement undertakings must make an effort to outreach/utilize Minority Business Enter
(MBE) and Women Business Enterprises (WBE) firms. Documentation must be maintaine
verify the outreach efforts. MBE/WBE information candiained from theCity.

Agency

Pre-Contract Documents

Authority
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Affirmative Action Requirementg Each agency must have an Affirmative Action Plan.

Agency

Certificate of Insurance Each agency must provide a Certificaté.of & dzZNJ y OS ¥ 2
Compensatiorif staff is paid with HOPWA funds, a@éneral Liabilityt the minimum limits
outlined in the HOPWA contract and in a separate section of this manual. In some cases {
3Sy0e YIe ySSR (2 LINRBOARS (K NB&dgeialliabiity
FYR 62N] SNRa O02YLISyaliAzy AyadaNI yoS OF NN
the insurance certificate(s), the City of Las Vegas, a Municipal Corporation, its officers, ag
and employees, are to be shown @ RRAGA 2y I § AyadaNBR | YR
Community Services, 495 S. Main St., Las Vegas, NV-83p@lc = | NB G2 06 S
holder.

Agency

Taxpayer ldentification Information Formy A W9 form is required by IRS regulationdamust
be on file with the City prior to payment request. Newly funded agencies must complete ar
return to your City HOPWA representative.

Agency

VVendor Profileg Anyone doing business with the City, must complete a Vendor Profile on i
This form idocated on the City's Website atwvw.lasvegasnevada.qo@o to Departments,

Finance, "Information about doing business with the city", for instructions. This information
used to process all payments. All newly funded agencies must provide the information.

Agency

Construction/Rehab Projectg Must follow theprovisions as stated in the
Construction/Rehabilitation Guidelines, prior to start of project.

Agency

Acquisition, Construction & Rehab Projects Requiremeq#s 10year Deed of Trust is require
on all property funded for purchase, construction or sadial rehabilitation with HOPWA grg
funds

City
Agency

Non-Substantial Rehabilitation RequirementdNonsubstantial housing rehabilitation require
three year commitment by the agency to serve the HIV/AIDS community.

City

Agency
Post AwardResponsibilities Authority
PostAward Responsibilitieg, Maintain no member of the Board of Directors as a paid Agenc
employee, agent or subcontractor. gency
Site Visits, Monitoring, and Audits Authority
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Audit Requiredc! y | dzRA G F 2 NJ réc&nSfisdal Br3gleddacydar sYiculd be
provided, including any management letters and any responses the agency has made to fjAgency
in the audit. Please refer to the Financial Requirements imthisual.

Monitoring Site Visitsg Annually, theCity will conduct on site monitoring visits. The purpose
G2 SyadaNB O2YLX AlFLYyOS 6A0GK un [/ Cw tFNI prT
program documentation, operational procedures, compliance with ADA requirements, and
serviceoffered.

City

City of Las Vegas Role and Responsibility

The City of Las Vegas is responsible for ensuring that agency activities are carried out in compliance with
all applicable program requirements and that the project goals are on track with the objeatitlewd

in the agency contract. Accurate record keeping is crucial to the successful management of HOPWA
funded programs and projects. Insufficient documentation can lead to delayed payments and

monitoring findings, both of which can be difficult to resif records are missing, inadequate or

inaccurate.

Management and administration of HUD grant funds is a shared responsibility of the agency accepting
the funds. The agency's Director or designee will be responsible for reviewing and approving all

trand O A2y a Ay@2ft@Ay3 GKS INIyYy(d FdzyRaz o60SF2NB G(GKS
them. The agency's Director and/or Board of Directors' responsibilities include:

1 Approval of grant funded purchase orders and contracts Receipt and appramabifes
1 Review and approval of requests for payments from grant funds Compliance with the City Grant
Agreement and Program Manual

The finance officer or accountant is responsible for maintaining a computer accounting/bookkeeping
system. The finance offic's or accountant's responsibilities include, but are not limited to:

1 Control of accounting documents for processing by the agency Preparation of financial reports
based on accounting records

1 Preparation of requests for reimbursement, subject to reviewibg S I ISy Od Qa 5ANB O 3

1 Implementation and oversight of all financial procedures designed to avoid or eliminate waste,
fraud, or abuse of grant funds.

Should the City determine that the finance officer or accountant is not maintaining proper financial
records, or processing accurate information, the City has the right to request the agency to remove that
individual from grantsesponsibility.
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Project Sponsor Roles and Responsibilities

The project sponsors play an essential role in providing HOPWA hausirsgipport services to the
HIV/AIDS population. The City of Las Vegas HOPWA program relies on agencies to provide services
directly to PLWHA. These project sponsors are responsible for administrative and fiscal reporting, and
other HOPWZelated duties aspecified in the contracts. The City of Las Vegas enters into contractual
agreements with project sponsors that may subcontract with other service providers.

The following represents some of the Project Sponsors responsibilities:

Sign their HOPWA contracivith the CLV.
Process invoices for reimbursement.
Submit program and financial reports to CLV.
Ensure staff are appropriatetsained.
Provide technicahssistance.
Administer needs assessmentsraquired.

1 Ensure data is being entered into CARE Wareasred.
Project Sponsors prepare and submit HOPWA budgets using the budget narrative and the budget
summary formats provided as part of the contract templates. This budget is subject to programmatic
and administrative review. The CLV HOPWA Program @atodserves as a monitdor the contract
requirements. Project sponsors are required to maintain and submit, upon requesfipack
documentation for all expenditures charged to HOPWA.

=A =4 =4 4 -8 A

Determining Project Sponsors through RFP
The Request for Proposal RAs the competitive application process used to:

Determine the service providers awarded HOPWA contracts through CLV.
Ensure the City pays a fair and reasonable price for services.

Enhance the quality, availability, and collaboration within the stateshmgiprogram.
Outline all federal and state requirements for the CLV HOPWA Program.
Describe the provision of services and administrative oversight throughout CLV.

= =4 =4 -4 =9

Project Sponsor Contracts

Written Agreements

A written agreement must be entered into between the City and all entities receiving HOPWA funds. The
HOPWA contract must be put together by the Office of Community Services and must include the City of
Las Vegas Standard Contract, which includes HOPWi&eseto be provided, tasks, deliverables,

financial consequences, payment information, and other contract provisions, budget, as well as other
City of Las Vegas and HOPWA program required attachments and working papers (e.g., budget
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narrative). It is recmmended that contract negotiations begin at a minimum of three to four months
prior to the beginning of the respective contract year so there is no delay in services.

The written agreement forms the basis for the contractual obligation between the paatiesd and

implement the activity, program, or project. The agreement will denote responsibilities attributable to

each party, and shall outline in exact measure the scope of services to be provided, methods of
accountability, and a schedule for paymeBkecution of the agreement binds the Project Sponsor for a

specified period of time, and is changeable only upon written authorization from the Qitgw

t NEOARSNE Ydzad FALE 2dzi (-K6m in brdedt@ie set i yoRy@nBdtst N2 T A € S
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Policy

Prior to contract execution, all Project Sponsors must have the needed support, confirmed matching
resources, sufficiently developed plans, a program site, and budget to start the proposed program after

the funding approval and complete the program within one year after start up. Programs should be able

G2 0S3AAY 2y WwdA & wmaild GKS 0S3IAYyyAy3da 2F GKS /AdGeQa
however, the City may reimburse your agency for thed&iexpended after July 1st. Funds must be

spent in a timely manner.

Sub recipients are expected to spend at least 50% of the reimbursement by December 31st of the
program year. Unspent funds are subject to potential reprogramming to other eligible pregizam
approved by the City Council.

All funds must be expended by June 30th of the program year, with Request for Funds and Monthly
Client Reports submitted by July 10th. Unspent funds cannot be carried forward and are forfeited.

Federal Requirements

Project Sponsors must comply with all applicable federal regulations governing the use of HOPWA funds

in addition to Office of Management and Budget (OMB) Circulars. These regulations include but may not

0S f AYAGSR 02 K2AS2FAREPRENA SR CEAy RAYRAS I oLR WA
attached summaries ddMB Circulars 422 and A133. In addition, HUD Regulations 24 CFR Part 574,

HOPWA Regulations Appendix | and 24 CFR Part 84, Grants, And Agreements with Institutions of Higher

Education, ldspitals and Other NePRrofit Organizations (Appendix M), must also be adhered to.

All HOPWA contracts with project sponsors will comply with both FEDERAL AND STATE REQUIREMENTS
pursuant to 24 CFR, Part 574.3b@{s://www.hudexchange.info/resource/2936/24fr-part-574-
housingopportunities-for-personswith-aids/https://www.hudexchange.info/resource/2936/2dfr-
part-574-housingopportunitiesfor-personswith-aids/), CPD 0®7
(https://www.hudexchange.info/resources/documents/NotigeP B06-07-StandardsHopwaStrmu
PaymentsPermaneniHousing.pdf, SRMU Assistance
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(https://www.hudexchange.info/resource/4843/hopwshort-term-rent-mortgageand-utility -

assistance). Project sponsors shouldsal follow guidance in the HOPWA Grantee Resource Oversight
Guide https://www.hudexchange.info/resource/1003/hopwaranteeoversightresourcequide/),

whichis a resource used to understand basic program administration responsibilities, eligible activities
and other program elements.

Financial Administration
¢2 YSSG GKS OFakK YIFylF3aSYSyid NBIldzANBYSyda I tNera2SO
providefor:

1 A computer accounting system that records the source of income and categorizes expenses for
all grant activities.
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9 Effective control over all grant funds, property and equipmamni other assets. Project
Sponsors shall adequately safeguard all such assets and shall assure that they are used solely for
authorized purposes.

1 Comparison of actual checks written with budgeted amounts for each grant.

1 Computer printouts that are supporteby source documentation (i.e. purchase
NEIljdzSadak2NRSNEE OKSO|l NBldzSadaz GAYS OF NRa 2N
check number).

Audit Requirements
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performed under the OMB-A33 audit requirements if the agency has received $500,000 or more in

federal funds for two consecutive years.

If the agency does not fall under the OMB.23 requirements, the City of Las Vegas, requires an agency
receiving federal funds in excess of $50,000 for two consecutive years to submit an audited financial
statement performed by a local CPA firm. Either audit must be submitted to the City of Las Vegas within
nine months after the close of the calendar ocfisyear, whichever year the agency has chosen, as
stated on their IRS 501(c)(3) designation letter.

The audit will be reviewed by the CLV staff and any findings must be addressed in a separate letter,
stating the corrective action taken.

Audit Due Date

26


https://www.hudexchange.info/resource/4843/hopwa-short-term-rent-mortgage-and-utility-assistance/
https://www.hudexchange.info/resource/4843/hopwa-short-term-rent-mortgage-and-utility-assistance/
https://www.hudexchange.info/resource/1003/hopwa-grantee-oversight-resource-guide/

Audits have different due dates depending on the type the agency qualifies to conduct. Certified Annual
Financial Statements are due three (3) months after the end of the fiscal year; CPA conducted audits are
due six (6) months after the end of the fisgahr, and AL33 Audits are due nine (9) months after the

end of the fiscal year.

All agencies who fall under the requirements of OMB38 Auditing rules must submit a full and
complete copy of such audits to the CLV. It is the responsibility of the P8geasor to ensure that
audits are completed in a proper and timely manner. Failure to submit copies of138 Audit will
render the Project Sponsor as noompliant. This means that no funds may be drawn until the City of
Las Vegas has received andiesved the copy of the audit.

IRS Form 990 Filing

All agencies with revenue of $25,000 or more must complete and submit this annual tax report. Contact
the IRS for more information.

Financial record keeping is one of the primary areas subject to HUBvsaind one, which if
inadequate, can lead to serious problems. These are the types of financial records that must be
maintained by the agency:

1 Payment requests and source documentation (purchase requests, invoices, time cards,
computer printouts of paymats and payroll, etc.);

Procurement files (bids, contracts, etc.) and property or equipment inventory (if applicable),
Payroll records with computer prisduts and payroll tax returns;

Copies of the front and back of checks for expenses;

Financial statemmts, correspondence and audit files.

= =4 =4 =4

Post Award Responsibilities
Upon execution of the agreement between the City and the Project Sponsor, the Project Sponsor shall:

1. Immediately report any changes in its articles of incorporation, bylaws, esxaspt satus to
the City.

2. Maintain no member of the Board of Directors as a paid employee, agent or subcontractor. This
is a direct conflict of interest; no pay or stipends will be considered for Board members.

3. Include on the Board of Directors representation frtdme broadest possible crosection of the
community, including those with expertise and interest in the provided services, representatives
from community organizations interested in the services, and users of the services.

4. Open to the public all meetingd the Board of Directors, except meetings, or portions thereof,
dealing with personnel or litigation matters.
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5. Keep minutes of all regular and special meetings of the Board of Directors, have a regular
meeting at least once a quarter, and upon requestyviard copies to the HOPWA coordinator.

Insurance
1. Project Sponsors Insuranc&he Project Sponsahall obtain and maintain at minimum

compliance with all of the following insurance coverage(s) and requirements for the full term of

this Agreement (and any extensions thereof). Such insurance coverage shall be primary

coverage as respects CITY.

2. Subcontactor(s') Insurancelf Project Sponsor utilizes one or more subcontractors in the

performance of this Agreement, Project Sponsor shall be responsible for obtaining certificates of

AyadzNIF yOS FTNRY | ff &adz O2y i NJilieshalNg tie sénfe s thedzo 02 y
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3. Types of Insurance and Minimum LimitShe types of insurance and minimum liability limits are
as follows:
a LYRAZAGNRAFIft k2 2N]ISNERQ /2YLISyaltdAz2y Ilhefadz2NF yOS
City from potential Project Sponsor employee claims based upcrejaked sickness,
injury, or accident, during performance of this Contract.
b. 1 dzi2Y20AtS [AFOoAfAGE Lyadz2NIyOS F2N SIOK 27F
performance of this Agreeménincluding owned, nolowned, leased or hired vehicles,
in the minimum amount of $500,000 combined single limit per occurrence for bodily
injury and property damage.
Homeowners Insurance for HOPWA funded housing acquisitions is required.

d. Comprehensive Gemal Liability (bodily injury, property damage, errors and omissions)
Lyadz2Ny yOS gAGK NBaLISOG (2 (GKS t NRr2SOG {LRy:
activities performed under this Contract in a policy limit of not less than $1,000,000.00
combined sigle limit per occurrence and $2,000,000.00 in the aggregate. Such
coverage shall be on atcurrencebasis § R y 2 2y basis (eyc€pt | A Ya
for Errors and Omissions coverage).

4. Additional Insurance Requirementghe City shall be named as additional insured party
thereunder and such notation shall appear on the certificate of insurance furnished by the
t N22SO0 {LRyaz2NRa AyadaNI yOS OF NNASNX® ¢KS OSNIA
are to be signed by a person authorizedthat insurer and licensed by the State of Nevada.
91 OK AyadzNIyOS OFNNASNDRa NXGAy3a Fa akKz2gy Ay (K
disclosed and entered on the required certificate of insurance. The adequacy of the insurance
supplied by theProject Sponsor, including the rating and financial health of each insurance
carrier providing coverage, is subject to the approval of the City. The City requires insurance
carrierstomaintail . SadQa Y Sehighgk GAYy3I 2F ¢! +LL

o
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All deductibles andelfinsurance retentions shall be fully disclosed in the certificate of insurance. No
deductible or selinsured retention may exceed $10,000.00 without the prior written approval of the
City.

Certificates indicating that such insurance is in effect dleatlelivered to the City within ten (10) days

after the Award Date of this Contract, or before work commences, whichever is earliest. The Project

Sponsor shall maintain coverage for the duration of this Contract. The Project Sponsor shall annually
providethe City with a certificate of insurance as evidence that all insurance requirements have been

met. It is further agreed that the Project Sponsor and/or insurance carrier shall provide the City with a

thirty (30) day advanced notice of policy modificatmncancellation. Any exclusions to the effect that

GKS AyadzNI yOS OF NNASNI gAft oSYRSIF@2NI (2 AyF2NY Y

Should the Project Sponsor fail to carry the required insurance, the City has the option to purchase
replacement insurance and charge the costs back to the Project Sponsor.

5. Proof of CoverageProject Sponsor agrees to provide its insuraoicker(s) with a full copy of
these insurance provisions and provide City on or before the effective date of this Agreement
with Certificate of Insurance for all required coverage. Copies of all the requirements above shall
be attached to the Certificate(s) of Insurance or other evigeaf insurance acceptable to the
/I AGe 2F [lFa xS3lrax gKAOK akKlff oS LINPOARSR o8
of the stipulated coverage. This Proof of Coverage shall then be mailed to the City of Las Vegas.
OCPepartment.

Unexpended Fuis

HOPWA funds must be spent in a timely manner. Unless an alternative spending plan has been
approved in writing by OCS, tweHiye percent (25%) of the HOPWA Funds must be spent quarterly
and drawn down monthly. To ensure compliance with this requirginée following spending

conditions are imposed on the HOPWA Funds: (i) a minimum of fifty percent (50%) must be expended
by December 31st, (ii) and sevetitye percent (75%) must be expended by March 30th of the Program
year, and (iii) any unspent HQFA Funds for each deadline may be reprogrammed by the City.

In addition to the right to reprogram the unspent HOPWA Funds, if the Project Sponsor fails to utilize all
of the HOPWA Funds allocated hereunder, the City shall be entitled in its sole distwatduce any

future request for HOPWA funding submitted by the Project Sponsor to the City by the amount of the
HOPWA Funds which have not been spent pursuant to this Agreement.

All of the HOPWA Funds must be expended by June 30th, of the Program tWie¢heinal Request for
Release of Funds forms and the Monthly Reports submitted by July 8th of the Program Year. Unspent
HOPWA Funds cannot be carried forward to a new Program Year and are forfeited by the Project
Sponsor. The Project Sponsor mustdiileast monthly unless other arrangements have been made in
writing with OCS.
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Contract Definitions

Expenditures for general management, oversight, coordination, evaluation, and
reporting on eligible activities. Such costs do notude costs directly related to carrying out eligible
activities, since those costs are eligible as part of the activity delivery costs of such activities. Limited to 7
percent (%) maximum for project sponsors

A person with acquired immunofieiency syndrome or related diseases who is a low
AyO2YS AYRAGARAZ £ YR GKS LISNE2YQa TFlYAfted ! LISN
regardless of income is eligible to receive housing information services. Any person living intptoximi
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activities regarding AIDS or related diseases.

Expenditures associated with the acquisition, rehabilitation,
conversion, or repair of facilities to provide housing to HOP&gible households. Also includes costs
related to new construction for single room occupancy (SRO) dwellings and community residences.

Expenditures associated with leasing a building, general housing
operations (e.g., maintenance, security, insurance, utilities, furnishings, equipment, supplies), and the
provision of projectbased rental assistance.

Expenditure associated with the construction, acquisition, rehabilitation,
conversation, lease, or repair of a rousing facility, such as a supportive services facility or an
emergency shelter.

Maximum rent by bedroom size a client can refiutilities are not included, use
the Utility Allowance Chart. The FMR's are established by HUD on an annual basis, and are typically
updated in the spring.

A household composed of two or more related persons. The term family also includes one or
more eligible persons living with another person or persons who are determined to be important to
their care or wellbeing, and the surviving member or members of any family described in this definition
who were living in a unit assisted under the HOPW#gmam with the person with AIDS at the time of
death.

information and referral services to assist eligible persons with locating,
acquiring, financing, and maintaining housing. Activities may include housing counseling, housing
advocacy, housing search assistance, etc.

©perating costs for housing include maintenance, security, operation, insurance,
utilities, furnishings, equipment, supplies, and other incidental costs.

All housing asisted, except shofterm housing, must meet applicable
Federal (HUD), state and local housing quality standards.
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The amount of HOPWA funds used to pay monthly assistance for an eligible
person may not exceed the difference betweéhthe lower of the Fair Market Rent or reasonable rent
F2NJ GKS dzy A G T I YR HO 0KS NBaARSyi(iQa NB y i
Fair Market Rent is the HUD Section 8 fair market rent for the unit size. (PublishedigiyudlUD.)

The local Housing Authorities have set the local FMR to match the Payment Standard.

Expenditures that help establish a household in a housing unit, including
(but not limited to) application fees, related credit clkegcand reasonable security deposits necessary to
move persons into permanent housing, provided such deposits do not exceed two months of rent and
are designated to be returned to the program.

Any nonprofit organization or governmental haug agency that receives funds under a
contract with the grantee (City) to carry out eligible HOPWA activities under this part. The selection of
project sponsors is not subject to the procurement requirements of 24 CFR Part 85.36.

The improement or repair of an existing structure, or an addition to an existing structure
that does not increase the floor area by more than 100 percent.

means rehabilitation that involves costs in excess of 75 percent of the value of
the building after rehabilitation. Requires a deed of trust.

means rehabilitation that involves costs that are less than or equal to 75
percent of the value of the building after rehabilitation. Does not require a deed of. trust

Payment Except for persons in shtgtm housing, each person receiving rental
assistance under HOPWA or residing in any rental housing assisted under HOPWA must pay as rent,
including utilities, an amount which is the higher®percen2 ¥ (G KS FIF YAf 8Qa Y2y dKf @
Mmn LISNOSyld 2F GKS FlrYAfeQa Y2yaKte 3aAINRaa AyO2YST

Activities to establish, coordinate, and develop housing assistance resources for
eligible persons.

(8TRMU) Assistance a housing subsidy provided to prevent
homelessness of mortgagers or renters in their current place of residence. Grantees may provide
assistance for rent, mortgage, or utilities for a period of up to 21 weeks in ameBR period. Ongoig
assessment of need is required and individual service plans must address housing stability.

Includes facilities to provide temporary shelter to eligible individuals as well as rent,
mortgage and utilities payments to enable eligibidividuals to remain in their own dwellings. Short
term housing and utility assistance has time limits.

HOPWA cannot provide more than 60 days of funding, duringraamth period, for an
individual to reside in a sheterm housing facilityi.e. a homeless shelter. These time limitations do not
apply to rental assistance provided under project or terbased rental assistance, including assistance
for shared housing arrangements, i.e. permanent housing.
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Expenditures forexvices that improve the health and w4lking of eligible persons
and their family members. Services may be provided in conjunction with housing assistance or
separately. Examples include case management, meals and nutritional services, adult day care,
education, employment assistance, alcohol and drug abuse services, mental health services,
transportation assistance, and limited use of funds for uncovered medical services (subject to program
limitations).

&housing sbsidy provided for use on the open rental market.
The tenant holds a lease with a private landlord for a unit that is rented at or under Fair Market Rent
and that meets Housing Quality/Habitability Standards.

Agencies must havetarmination policy. Their clients must sign that they
have received a copy of this policy. If a client terminates his/her assistance, or is terminated by the
agency for a justifiable reason, documentation regarding the termination must be placed inShg 6liQ &
file.

associated with the average utilities not included in lease payments except for
telephone. Public Housing Authorities are tasked with creating and updating Utility Allowance Charts on
an annual basis. Using the charts, a utility allowance is calculatédefainit to be leased, based on
which utilities the tenant is responsible to pay. If utility payments are made on behalf of a client, they
cannot exceed the utility allowance for the unit leased. Any difference must be paid by the tenant.
Utility Allowarces are typically updated in the fall.

Subcontracts

Should a Project Sponsor find it necessary to subcontract in order to meet its obligations under its
agreement with the City, it must enter into a written agreement with those individuals or organigation
providing services.

The project sponsor may SUBCONTRACT for HOPWA services under their contract, but must adhere to
the following guidelines:

1 The project sponsor is ultimately RESPONSIBLE for ALL of the activities in the contract whether
done by them othrough subcontractors. Therefore, all subcontracts must be written consistent
with the HOPWA project sponsor contract (i.e., the subcontract will be the same as the project
sponsor contract with minor modifications specific to the subcontractor, if rezog3.

1 No subcontracts are to be executed prior to execution of the primary contract between the
project sponsor and DOH.

1 Services and payment for subcontracted services cannot begin prior to the execution of a signed
contract.
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9 All subcontracts mustontain language and restrictions similar to the primary project sponsor
contract, which includes HOPWA services/activities to be provided, tasks, deliverables, financial
conseguences, payment information, and other contract provisions.

1 Project sponsors i ensure that subcontracts are in compliance with the primary project
sponsor contract, and must complete required forms as part of the subcontracting process.

Provisions Required in Subcontracts
Name, address, phone number and social security numbsulodontractor.

Completion of a \A9 IRS form.
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agreement.

A City uAinvolvement clause releasing the City from any liability for any breach of the
subcontract by eitheparty.

A scope of the services to be performed.
The total dollar amount of the subcontract.

A termination date no later than the end of your current HOPWA agreement.
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An independent contractor clause stating that the subcontractor is an independent contractor
or employee of the Project Sponsor. Subcontractor is not an agent or employee of the City, and
as such waives any claims to any rights or benefitstwdicrue to employees of the City.
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Signhature of person authorized by subcontractor to execute agreements.

Project Sponsor must file an IRS 1099 form indicatiegthount paid the subcontractor after
the completion of the work, and send a copy to the City of Las Vegas.

Review of Subcontracts by City

All Project Sponsors in their first year of receiving HOPWA funds from the City must submit all
subcontracts valuedt more than $500 to the City for review and approval prior to execution. In a

t N22SO0 {LRyaz2Nna aSoO2yR @SIFNJ2F | ht2! FdzyRAy3:
when the value of the subcontract exceeds 10% of its HOPWA grant or $&/@iGBever is less. All
subcontracts requiring review and approval by the City must be submitted at least 15 business days

prior to an effective date. The City will respond to the request for approval within 10 working days.
Subcontracts must be approveuiior to execution by any of the parties.
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Required Subcontract Documentation
The Project Sponsor shall maintain the following documentation in its files:

Copies of bids and proposals received.

Justification for any nowompetitive procurement of contracal services and reasons for the
selection of the subcontractor.

Justification for the selection of other than the lowest bidder in a competitive procurement.

Section Three (3) compliance documentation, if required for construction projects.

Types oSubcontracts Covered Under This Section
.22711SSLISNB YR |dZRAG2ZNRE o6/ t! Qaoo

Contracted services, such as realtors
Office equipment rental.
Office space rental.

Rental of vehicle (van, bus, etc.) to be used on a regular basis for carrying clients of the Proje
Sponsor.

Types of Subcontracts Not Covered Under This Section
Extension of above contracts if dollars per hour/month/year do not change.

Vehicle rental to take program's clients to a particular event. Requests for travel related to trips
outside of theEMSA area (Clark County, NV) are required under your agreement with the City.

Maintenance agreements for office equipment.

Janitorial services for office space.

Equipment and Inventory Records

All grant funded equipment costing more than $500 must bekeal on an inventory form and
submitted to the City. An annual update of grdnhded equipment should be submitted to the City no
later than 90 calendar days after completion of the contra
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Equipment v. Supplies

The City of Las Vegas, under the Feldgrant programs, defines equipment as tangible property costing
more than $500 and having a useful life of more than one year. The purchase of equipment costing
more than $500 is generally discouraged, because equipment is usually expensive, and caltydener
rented at a lesser cost for a short period of time. Because HOPWA funds are limited, equipment may
only be purchased if absolutely necessary for the program, and with prior approval. Thus, rental of
equipment is recommended over purchase.

Items whth cost less than $500 and which have a useful life of less than one year are considered to be
supplies, except for computer equipment, which must be inventoried and accounted for. Use the
Inventory Control Form for this purpose.

Limitation on Purchase &quipment

Under HUD regulations, the purchase of equipment, fixtures, motor vehicles, or furnishings that are not
an integral structural fixture is ineligible except when necessary for use by a Project Sponsor agency in
the administration of the HOPWA gnaprogram or as part of the administration of a supportive service
program.

Notification Requirements

All purchases of equipment costing more than $500 require prior City approval. Requests to purchase
equipment are to be sent to the HOPWA Administratbleast 15 business days prior to the purchase
order date. The request is to include the cost of the item, where it will be purchased, a detailed
explanation of why it should be bought rathigsan leased or rented, and where the funds for the
purchase wllcome from. If HOPWA funds will only be paying a portion of the purchase, list other
funding sources and the respective amounts. The HOPWA Administrator will review the request and
reach a decision within 10 business days. Rationale for a negative degiibe included in the

response.

Reversion to City

Under HUD regulations, if funding stops for the program, the City has the option to repossess the
equipment. The City may also permit the Project Sponsor to retain the equipment at the time the
fundingends, as long as it continues to be used in a HOPWA applicable program.

All other personal property, supplies and equipment purchased pursuant to this agreement and not
consumed shall become property of the City.
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Inventory Instructions:
Agency- Name of Zency receiving grant

Description- A brief description of the item of property

Manufacturer's Serial NumbeProvide the manufacturer's serial number for all items Title or Owner
Name of Agency on property's title

Acquisition Date Date of Purchase

Pecentage of Federal Participatierffortion paid by HOPWA funds CeSupply the actual purchase
price

Disposal Date Date sold or disposed of

Procurement Definitions

1. Price and Cost Analysis: A price or cost analysis must be made in connection wjith ever
procurement action. Price analysis involves comparing the bottom line price quoted, with typical
prices paid for the same or similar materials or services (does not apply to sole source
contracts). Cost analysis simply means you obtain the best pribethétbest service.

2. Sole Source: Procurement by noncompetitive process is solicitation from only one source. This
process is rare and is acceptable only after solicitation of a number of sources is determined
inadequate. Extensive documentation and justifion is required to establish the audit trail.

The agency may make the determination that competition is not feasible if one of the following
circumstances exists:
a. The item is unigue and available only from a single source.
b. There is a public urgency omergency that exists that will not permit a delay resulting
from a competitive solicitation.
3. Equipment and or Services purchasing methods are as follows:

0-$500 directreimbursement with an invoice copy.
$500-$ 10,000 two or more verbal quotes; wiién quotes if labor, detailed product, or service
specifications.

$10,00@$ 25,000 twog NRGOSY ljd2iSa 2060l AySR 06& t Nr2SOi
staff ® al @& dza$S ¢ w adyertSa and/cE @sdlpebiddzshidrénge.

Over $ 25,000 formal bid process with prbid conferences and formal bid openings.
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Monitoring Overview

Ultimately, the grantee is responsible for all project activities and project sponsors funded with HOPWA,
as well as responsible for ensuring that their respeqpinggect sponsors carry out activities in

compliance with all applicable requirements in 24 CFR, Part 574.500(a). Effective management and
oversight is fundamentally a collaborative process among the grantee, project sponsor, and HUD, with
all entities workng towards achieving program goals. The primary objective is to establish a constructive
relationship which allows the grantee, the project sponsor, and HUD to work together to manage limited
resources and nurture quality housing programs fordoeaome ndividuals and families living with
HIV/AIDS.

Ongoing oversight and performance assessments helps the grantee and the project sponsor ensure that
projects are effective and that sponsors run them in compliance with program guidelines. With active
oversightof performance, financial systems, and specific activities, the grantee can determine if a

project is effectively meeting the housifiglated needs of persons living with HIV and AIDS in a
community. The grantee will perform two types of monitoring: desknitoring where financial and

other information may be reviewed via maifteail or by performing oBsite monitoring visits. When
scheduled, City of Las Vegas staff will arrive to perform &@itermonitoring visit. Upon their arrival, an
appropriate spae will be provided by the Project Sponsors that allows for review of confidential client
files, interviews with agency staff, and reviews of any documentation that was not provided prior to the
monitoring visit. It should be noted that desk monitoring &8t | & 2y maAidS Y2yAIi2NRY
at any time to assure compliance.

Ensures accountability

Project monitoring can determine if a project sponsor is delivering housing and related services in
compliance with the HOPWA program and other standad&ral requirements. HOPWA funds are very
flexible and can be used for a variety of activities. These activities come with standards designed to
ensure that funds are used to support decent, affordable housing to qualified households iiza cost
effective and efficient manner. Noncompliance with these standards can result in corrections and
penalties, such as having to repay funds to the federal government, which would be costly for both
grantees and sponsors. Active oversight between grantees and sporedpssamsure that HOPWA
dollars are being spent well.

Ensures effective and efficient use of resources.

HOPWA funds are typically spent by local honprofit organizations with close ties to the community,
which is one of the strengths of the program. For maognmunity organizations (small ones,

especially), difficulties around infrastructure and capacity can sometimes arise and lead to issues with
the timely use of funds, undertaking ineligible activities or inadequate documentation of activities.
When orgareations undergo staff changes, if staff are not well trained on program requirements or if
they have unclear operational procedures, compliance problems can result. Oversight can help a
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request corrective action and provide technical assistance to the sponsor.

Help assess response to community needs.

The nature of the HOPWA program allows grantees to target HOPWA activities in response to specific
local needsMany HOPWA projects address very particular needs within the community that have been
identified through community planning processes. Regular monitoring, including the remote review of
performance reports and financial data along withite visits, hips grantees see if needs are being

met, if performance is consistent with project plans and if resources should be redirected or
restructured in some way.

Monitoring Project Sponsors

CLV HOPWA contract monitoring must be in accordance with federal aedstuirements as

previously referenced. Grant Coordinators at the local level are responsible for enforcing HOPWA
contract terms and conditions, including monitoring project sponsors for compliance with performance
standards, federal regulations, and\Cholicy. Project sponsors are required to have arsioe

monitoring at least once during the contract year. A written report is submitted to project sponsors
clearly identifying strengths, weaknesses, and areas of concern. Adverse findings are adalithssed
corrective action plans or other appropriate measures. Corrective action requirements are specific with
timeframes and suggested methods for correction. The CLV staff provides4Agilsite visits and

technical assistance. Nd@rompliance with requird corrective action(s) may result in delayed or no
reimbursements for project sponsor services, or termination ifZmmpliance issues remain beyond

the corrective action timeline indicated.

HUD Monitoring Elements

HUD has developed and provided clgaidance to HOPWA grantees and project sponsors on HUD
expectations in terms of monitoring provider performance. These monitoring elements provide

benchmarks that meet both federal legislative and regulatory guidelines, and represent sound practice.

The HPWA Grantee Oversight Resource Guide provides HOPWA grantees with detailed guidance in

fulfilling HOPWA grants management responsibilities regarding the oversight of project sponsors (Note:

Ly GKS O2yGSEG 2F GKS 1 ht2! INISHEESNBFSIEE Xi2K di KBS &
Vegas. This guidance is a tool to be used by grantees for grants management responsibilities to achieve
GKS 1T ht2! LINPBINIYQa K2dzaAy3a adGdloAfAGe LISNF2NXIyoOS
arrangements, reducingsks of homelessness, and improving access to care. However, this guide is not

only for the HOPWA grantee; project sponsors/subcontractors should also review this guide because the
guide is structured to provide them with an understanding of their resjimlitees and how they will be

monitored on them.
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HUD relies on HOPWA grantees to maintain an active partnership with project sponsors in using HOPWA
resources in a responsive and accountable manner. This guide provides grantees and project sponsors
with an understanding of the various federal laws and regulations that govern the use of HOPWA
resources, and will help them conduct internal reviews to determine current compliance efforts and to
identify actions in need of further attention. This guidance &®sion basic operations and compliance

with HOPWA and other federal regulations. It provides grantees and project sponsors with the tools and
information required to understand and comply with federal grants management requirements.

Federal and Statewid@nline Resources

1

T

https://www.hudexchange.info/

HOPWA Confidentiality User Guide
https://www.hudexchange.infokd 2 dzZND Sk o H thbc E KA R E H O 2 ¥ dz8 B NIt

quide/

CPD Income Eligibility Calculator
https://www.hudexchange.info/incom
ecalculator/

HUD Program Income Limits
http://www.huduser.org/portal/data
sets/il.html

HOPWA Rental Assistance Guidebook
KUlJAYKKGGS PKAdZRSEOKF YVISPAYF2k NBA2dZINOSKHY MY K K2 L
assisty OSmIdzA RS622 1 K

(et

l'5 [SIFIRm. FaA4SR tIFAy(d +Aadz f laasSaavySy
http://www.hud.gov/offices/lead/training/visualassessment/h00
100.cfm

CNI AYAY

HOPWA Performance Manageméttps://www.hudexchange.info/hpwl Kk K2 LJg | 1
LISNF2NXV I VyOSTHNVYRHASY Sy & NR y 3

IDIS Guides, Tools and Webinars for the
HOPWA Program
https://www.hudexchange.info/idis/quides/h

opwa

Getting to Work: A Training Curriculum t8WV//AIDS Service Providers and Housing
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http://www.hudexchange.info/
http://www.hudexchange.info/resource/3296/hopwa
http://www.hudexchange.info/resource/3296/hopwa
http://www.hudexchange.info/resource/3296/hopwa
http://www.huduser.org/portal/datasets/il.html
http://www.huduser.org/portal/datasets/il.html
http://www.hudexchange.info/resource/2818/hopwa
http://www.hudexchange.info/resource/2818/hopwa
http://www.hud.gov/offices/lead/training/visualassessment/h00100.cfm
http://www.hud.gov/offices/lead/training/visualassessment/h00100.cfm
http://www.hudexchange.info/hopwa/hopwa
http://www.hudexchange.info/hopwa/hopwa
http://www.hudexchange.info/hopwa/hopwa
http://www.hudexchange.info/idis/guides/hopwa
http://www.hudexchange.info/idis/guides/hopwa

Providershttps://www.hudexchange.info/traf A Y AT S @Sy i ak R2f nKdzZRmmaASG G Ay 3
OdzNNA Odzf dzYmF2 NITKA G | ARATMLINE A RS NE& K

Permanent Housing Placement Service FaceShe
KidllAYkk o660 PKIZRSEOKE YIS OAY T 2 ki NISAYRSANIOTSIKSMNGZMA OKSLASIN.
T | Ghéetl

Other longderm permanent housing assistance and/or programs include:

1

4

Il ht2! tNR2SOGm. FaSR 2NJ ¢Sylyidn. raSR NByidlft | aa
housinghttps://www.hudexchange.info/hgwa

Housing Choice Vouchers (formerly Section 8)
http://portal.hud.gov/hudportal/HUD?srcsrogram_offices/public indian housing/progra
ms/h cv

I ' 5m+SGSNIrya ! FFFEANR {dzZLILRNLGAGS | 2dzaAy3a ol ! 5+
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/progra
ms/h cv/vash

Continuum of Care (CoC) Program
https://www.hudexchange.info/pr

ograms/coc/

Public Housing
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/progra

ms/ph

HOME Investment Partnerships
Program
https://www.hudexchange.info/progr
ams/home/

Section 811 Supportive Housing for Persons with Disabilities Program
http://portal.hud.gov/hudportal/HUD?src=/program _offices/housing/mfh/grants/seci&i

1ptl

Section 202 Supportive Housing for the Elderly Program
http://portal.hud.gov/hudportal/HUD?src=/program offices/housing/mfh/progdesc/eld
202

[26TLYyO2YS | 2dzaAy3 ¢l E
Credits
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http://www.hudexchange.info/training
http://www.hudexchange.info/resource/1014/permanent
http://www.hudexchange.info/hopwa
http://www.hudexchange.info/programs/coc/
http://www.hudexchange.info/programs/coc/
http://www.hudexchange.info/programs/home/
http://www.hudexchange.info/programs/home/

http://lihtc.hu duser.gov/a
gency_list.htm

9 United States Department of Agriculture Housing Assistance
http://www.usda.gov/wps/portal/usda/usdahome?navid=HOUSING _
ASSISTA

1T HOPWA Grantee Oversight Resource Guide
https://ww w.hudexchange.infod 2 dzNO Sk mn n oK K2A &$ NEIANT KT NB a 2 dzZNDO S 1

quide/

1 HUD ExchangeAsk A Question Help Desk
https://www.hudexchange.inf)tA S il daAradl yoSkyen
question/

1 HUD ExchangeRequest Technical
Assistance
https://www.hudexchange.info/technical
nl daradl yoSx

1 U.S. Department of Housing and Urban
Development (HU .hud.gov

1 HUD, Office of Community Planning and Development (CPD) (includes HOPWA Program and
other CPD resourcegww.hud.gov/cpd

<

T 1''5 CFANJ alN]JSG wSyida n wSyd [AYAGa
(annual)
https://www.huduser.gov/portal/datas
ets/fmr.html

Program Income and Additional Sources of Leveraging Funding

The CLV HOPWA Program strives to collaborate and coordinate with local hmarsivegs to efficiently

and effectively leverage resources and increase housing opportunities for PLWHA in Nevada. The high

cost of health care contributes to the large number of individuals who are homeless, or are on the verge

of becoming homeless. Thdoge, in addition to the HOPWA funds expected for the contract year, other
FdzyRa F@FAfFotS F2NJ OFNB FyR &dzZLlJLl2 NI &aSNIBAOSA F2N.
White Part B. The CLV HOPWA Program project sponsors will leverage othermuliplivate

resources to address needs identified in client housing service plans, and to reduce the cost of services
whenever possible. Some examples of cash Zird leveraged federal, state, local, or private resources
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http://lihtc.huduser.gov/agency_list.htm
http://lihtc.huduser.gov/agency_list.htm
http://www.usda.gov/wps/portal/usda/usdahome?navid=HOUSING_ASSISTA
http://www.usda.gov/wps/portal/usda/usdahome?navid=HOUSING_ASSISTA
http://www.hudexchange.info/resource/1003/hopwa
http://www.hudexchange.info/resource/1003/hopwa
http://www.hudexchange.info/resource/1003/hopwa
http://www.hudexchange.info/get
http://www.hudexchange.info/technical
http://www.hudexchange.info/technical
http://www.hud.gov/
http://www.hud.gov/cpd
https://www.huduser.gov/portal/datasets/fmr.html
https://www.huduser.gov/portal/datasets/fmr.html

include Ryan White emergency fimdal assistance, Housing Choice Voucher Program, Emergency
Solutions Grant, private grantsind resources, and resident rent payments by the client to private
landlord. Leveraged funds primarily will be used for additional housing activities, irglpelimanent
housing placement, case management, and other supportive services to address ttesmoand
longZerm housing needs of PLWHA in the service area.

Allowable Costs

The CLV HOPWA Program is funded through the U.S. Department of Housingam@®&irélopment
(HUD), so the following apply for allowable costs:

1 The Office of Management and Budget Circuldr2&, Cost Principles for Naprofit
Organizations, is used as a guideline to determine allowable costs
(https://www.whitehouse.gov/omb/circulas_al22 2004)).

1 Eligible activities as prepared by HUD describe allowable services for HOPWA in Title 24 Code of
Federal Regulations, Part 574.300(hjtps://www.hudexchange.info/resource/2936/Z4frZ
parth74housingbpportunitiesAorgpersongyith Zids/|

1 Each project sponsor receiving amounts from granégle under the HOPWA program may use
not more than 7% of the amounts received for administrative costs as referenced in Title 24
Code of Federal Regulations, Part 574.@0tps://www.hudexchancg.info/resource/2936/24
cfrZparti74zousingbpportunitiesforgpersongyith ZAids/).

To be eligible for payment, costs must be in compliance with Office of Management and Budget Circular
OMB A110, and with the principles set forth below:

1 Be necessary and reasonable for the proper and efficient performance of the contract and in
accordance with the approved budget. The City shall have final authority to determine in good
faith whether expaditure is "necessary and reasonable."

1 Conform to the limitations within this manual and to any governing statutes, regulations and
ordinances.

1 Be fully documented and determined in accordance with approved accounting procedures.

1 Not be included as a cbsf any other funding source in either the current or a prior period.

All expenses associated with an approved activity or project must comply with the following criteria:

1 The Agency shall not expend funds provided under thereat prior to the commencement of
the contract or subsequent to the suspension or termination of the contract.

1 Expenditures shall be made in conformance with the approved budget and shall meet the
criteria established for allowable costs.
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http://www.whitehouse.gov/omb/circulars_a122_2004/)
http://www.whitehouse.gov/omb/circulars_a122_2004/)
http://www.hudexchange.info/resource/2936/24
http://www.hudexchange.info/resource/2936/24
http://www.hudexchange.info/resource/2936/24
http://www.hudexchange.info/resource/2936/24

1 Expenditureshall be in direct support of the project which is the subject of the contract. The
Agency shall notify the City in writing of any expense for items jointly used for any other
project(s) and the expenditures shall be apportioned according to the percemtfdirect use
in the project.

1 The City will not reimburse sales tax charged on an invoice. Agency must obtain an exemption
from the State.

Monthly Reimbursements and Reports

Reimbursement will only be provided for allowable costs as approved @ithef Las Vegas. Allowable
costs must be directly related to the Grant. All agency requests for reimbursement must be made by
accurately completing the Request for Release of Funds Form (RFF), with acceptable backup attached
which ties to the expenses.

Submit to the City, within ten (10) working days of the end of the prexedionth, requests for
Reimbursement together with a summary of expenses on a form approved with computepptiahd
copies of invoices attached.

Unallowable Costs

The CLV HOPMProgram is funded through the U.S. Department of Housing and Urban Development
(HUD), so the following apply for unallowable costs:

9 Funds cannot be used to purchase or improve land, or to purchase, construct or permanently
improve any building or othdacility. The project sponsor cannot pay a mortgage or pay itself
rent for the use of a building that @wns.

9 No direct cash payments to servickents.

9 Funds cannot be used for influencing or attempting to influence members of Congress and other
federalpersonnel.

1 Funds cannot be used for foreignavel.

1 Funds cannot be used for direct maintenance expenses (tires, repairs, etc.) of a privately owned
vehicle or any other costs associated with a vehicle, such as lease or loan payments, insurance,
or licen® and registratioriees.

1 Bad debts: any losses arising from delinquent accounts and other claims, and related costs.

Contributions andlonations.

T 9YOGSNIIIAYYSydGyY F3SyOe | RYAYyAaAaUNrGAQGS O2ada ¥F2N
incidental costsiech as meals, beverages, lodging and gratuities relating to entertainment, or
any political or lobbying activity.

=
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1 Fines and penalties: costs resulting from violations of or failure to comply with Federal, State,
and local laws and regulations.

9 Interest andother financial costs: interest on borrowings (however represented), bond
discounts, cost of financing and refinancing operations, and legal and professional fees paid in
connection therewith.

1 Membership expenses: costs of membership in any organizat@ndevotes a substantial part
of its activities to influencintegislation.

1 Noncompetitive subcontracts: payments under a subcontract not obtained under competitive
bidding procedure, unless the City specifically waives the requirement for sarclcedue.

1 Funds cannot be used for the following activities or to purchase tieses:

0 Clothing

Funeral, burial, cremation, or relategkpenses

Household appliances

Pet foods or other nofessentiaproducts

Offfpremise social/recreational activities, or paymant ¥ 2 NJ | rieinBeBlpi Qa 3JeY

Purchase or improve land; or to purchase, construct, or permanently improve (other

than minor remodeling) any building or othiecility

o Acquisition, rehabilitation, conversion, lease, and repair of facilities to prévdsing
services.

0 New construction [for single room occupancy (SRO) dwellings and community
residences only].

0 Technical assistance in establishing and operating a community residence, including
planning and other pr&levelopment or pr&onstruction expensesind including, but
not limited to, costs relating to community outreach and educational activities regarding
AIDS or related diseases for persons residing in proximity to the community residence.

O O O O O

Administrative Costs

Administrative costs for HOPWhoject sponsors are NOT TO EXCEED 7% OF THE TOTAL CONTRACT
AMOUNT. Administrative costs must be justified in the budget narrative. Administrative costs are
NEAYOodzZNESR da FAESR LINAOS a4 RSAaONAOSR dzy RSNJ (i KS
Experses must be tracked and available for review by the program coordinator or approved staff at any
time. All unexpended funds must be returned to the DOH. Administrative costs include, but are not

limited to:

1. Salaries (may be full or partial; a percentagé of & dzZLISNIIA a2 NDRa al f F NBE Aa | f

2. CNAY3AS o0SySFAala o0AyOfdzRSa TtTdcpm: CL/ !X dzySYLX 28
insurance, life insurance, disability insurance, LTD, retirement, etc.).

3. Travel.
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4. Office expenses (includes rent, utilitieslegghone, telephone equipment, telephone/ computer
lease lines, building/equipment repair and maintenance contract, equipment rental, postage,
office supplies, etc.).

5. Other allowable costs (e.g., indirect costs).

Administrative costs within the budget may Bhifted during the contract period. However, the total
dollar amount of administration cannot be increased. The grant coordinator and director must have
prior notification and sign off for this change. An updated budget narrative musbiogleted for the
contract file.

Salaries/Positions
The budget narrative section must include specific reference information when requesting funding for
positions, and must be in the following order:

Position title.

Gross annual salary.

Percentage of time/effort requesteftom this contract.

Amount requested from this contract.

Other funding sources for this position if it is partially funded by this contract.

moow>»

Fringe Benefits
The budget narrative section must include specific reference information when requesting fdioding
fringe benefits, and must be in the following order:

A. List fringe benefits requested from this contract for each position.
B. List the amount requested from this contract.
C. Provide narrative justification.

Travel
The budget narrative section must inclusigecific reference information when requesting funding for
travel, and must be in the following order:

List each type of travel (all travel anticipated during the contract period must be listed).

List unit cost for each type of travel.

List number of mileso travel or number of days of travel.

List percent of travel requested from this contract.

List the amount requested from this contract.

Provide narrative explanation of who will travel, where they will travel, and for what purpose
All travel must diredy benefit work supported by the HOPWA program.

Tmoo®»
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Office Expenses
The budget narrative section must include specific reference information when requesting funding for
office expenses, and must be in the following order:

A. List office expenses. These inclubet are not limited to, computers, telephones, copiers, fax
machines, maintenance, and office supplies. Some examples of equipment and office supplies
are copy paper, pens, fax machines, laptops, staples, rulers, paper clips, waste baskets, etc.).

B. List thetotal amount of each expense item.
C. List the percentage being requested from this contract for each expense item.
D. List the amount requested from this contract for each expense item.
E. Provide narrative justification for each item.
Equipment

The budget narridve section must include specific reference information when requesting funding for
equipment, and must be in the following order:

List each kind of equipment.

List total cost for each kind of equipment.

List percentage of each item that will be requestesim this contract.
List amount requested from this contract for each item.

Provide narrative justification for equipment.

moow>

Other
The budget narrative section must include specific reference information when requesting funding for
other allowable costsand must be in the following order:

List other allowable costs.

List total amount of each allowable cost item.

List percent of each item requested from this contract.
List amount requested from this contract for each item.
Provide narrative justificatiorof each item.

moow»

Direct Care Costs
Direct care costs for HOPWA project sponsors include the following:

{K2NI ¢ SNY wSyiGs a2NI3IFIST FYRk2NI ! GATAGAS
(One unit is one month per service providé&hter the planned (estimated) total number of

clients/householdgo be served, the number of units to be provided, and the total HOPWA funds for

thisactivity.
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(One unit is one day of servigeEnter the planned (estimated) total number of clients/householuls t

be served, the numbeaf units to be provided, and the total HOPWA funds for this activity. Zbart

supportive housing facility/transitional housing funds may be used for the provision of a hotel room or

other similar unit, and cannot exceed more théd days in a 6 month period.

Permanent Housing Placement/PHP

(One unit is one month of servicdHP is a supportive service. Enter the planned (estimated) total

number of clients/households to be served, the number of units to be provided, andtiaicHOPWA

FdzyRa F2NJ GKAa FOUAGAGEd t1t FdzyRa Yl & 06S dzaSR T2
two months of rent costs including deposit, and for one time utility hook up and processing costs.

Housing Case Management

Is asupportive service. Provide an explanation of case management costs listing each case manager
position in FTEs, the monthly salary, the number of months paid, the percent of time, and the amount of
HOPWA funds allocated for each FTE listed in the con8petify the estimated number of ndn

duplicated clients/households to be case managed. Also, list the total FTEs salary, the total other costs
associated with these FTEs [e.qg., taxes, benefits, utilities, office expenses (no supplies), travel, indirect
cods], and then the final total housing case management amount. (NOTE: This line item does not cover
project sponsor administrative expenses.)

Resource Identification

(This is NOT case managemehp to 5% of the total direct care budget amount may beduse

establish, coordinate, and develop housing assistance resources for qualified persons. List any staff hired
in FTEs, the monthly salary, the number of months paid, the percent of time, and the amount of HOPWA
funds allocated for each FTE listed in tomtract. Also, list the total FTEs salary, the total other costs
associated with these FTEs, and then the final total resource identification amount.

LondTerm TenamBased Rental Assistance (TBRA)
Enter the planned (estimated) total number of clientsiiseholds to be assisted with HOPWA funds
under this activity, and the final total TBRA amount.
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Housing Operations (Permanent Houying
Enter the planned (estimated) total number of clients/households to be served, the nwhbaits to
be provided, and th total HOPWA funds for this activity

Other Supportive Services

Enter the planned (estimated) total number of clients/households to be assisted with HOPWA funds
under this activity, and the final total other supportive services amount [specify thedotalint of

FdzyRa 0dzZRISGSR F2NJ I ft261F06fS a20KSNE adzLlL2 NUGAGS

Indirect Costs

For HOPWA contracts, the allocation of indirect costs to services category line items is not allowable.
The housing case managemésatipportive service) line item will only pay salaries and other costs
associated with salaries (e.qg., fringe like FICA, benefits, office expenses NOT including supplies, travel).
Indirect costs that include, but are not limited to, office expenses likg tdilities, and supplies will

NOT be funded in service line items. These costs must be included in the administrative costs. It is
allowable to allocate up to seven (7) percent of the total contract amount to administrative costs when
necessary to admister the contracted program.

Budget Modifications

Budget maodifications to HOPWA contracts do not require a contract amendment. However, the project
sponsor must report all budget revisions. In addition, the project sponsor must submit a narrative
justifying the reason for the increase or decrease in line items. The grant coordinator and director will
approve and sign the revised budget and justification narrative. The approved/denied HOPWA Budget
Modification, should be saved on the shared drive and incitretract file.

Budget revisions cannot be retroactive. If the line item is overdrawn, the project sponsor must change
the payment amount to the amount available in the line item. The revised amount added to the line
item can only be used for expenditurggurred after the date the revised amount is approved by the
grant coordinator.

Once a budget modification is reviewed and approved, the grant coordinator will place the revised
HOPWA Budget Summary, Budget Narrative, and the signed and approved fisiificarative in the
contract file and on the shared drive.
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Conflict of Interest

The project sponsor must be particularly cognizant of the potential for conflicts of interest, or the
perception of such conflicts as they operate. The CLV requirgetiect sponsor to establish and
implement procedures to avoid conflicts of interest in the procurement and contract management
process.

According to 24 CFR Part 574.625, organizations should have policies in place that identify and handle
potential confltts of interest on the part of board members, staff persons, and other representatives of

G§KS 2NBIFYAT I GA2Yy S &dzOK | & @2tdzyiSSNa® /2y Ft A0l 27F
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sponsors have adequate codes governing conflict of interest in place.
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1 Prohibit the solicitation and acceptance of gifts or gratuities by offieargloyees, and agents
for their personal benefit in excess of minimal value;

1 Prohibit employees, agents, consultants, or officers of the project sponsor from gaining a
financial interest or benefit from an activity; or having an interest in any contnaghg his/her
tenure or for one (1) year thereafter if they exercise responsibilities with respect to grant
activities, are in a position to participate in a decision making process, or are able to gain inside
information with regard to such activities;

1 Ouline administrative and disciplinary actions available to remedy violations of such standards;

1 Describe the method to be used to ensure that all officers, employees, and agents of the
2NBFYATFGA2Y INB g1 NB 2F (KSthdttheperSongas 02y RdzO
NEOASSHGSR YR dzyRSNBRG22R GKS 2NEFYATIGA2yQa 02y

Conflict of interest can be an issue for Rprofits in unexpected ways. Many commurdtgsed

organizations (CBOs) and especially AIDS service organizationsh@&Qg)licies that promote the

participation of consumers in the management of the organization. This represents a potential conflict

of interest for both the consumer and the organization. For example, suppose that a consumer who

receives services from& LINP 2SO0 &alLl2yaz2N) Aa Fftaz2 | YSYOSNI 27F 0
The board, in turn, is responsible for setting policy and supervising the Executive Director.

This puts the consumer in a position of policy direction and staff supervisiofatioreto services from
which he/she might benefit directly. This may represent a conflict of interest. Similarly, many
organizations recruit consumers both as volunteers and as paid staff members.

HUD takes conflicts of interest seriously, and HOPWA @rejonsors should approach potential
conflicts with caution. Typically, the project sponsor independent financial auditors review the
2NHIFYyATFGA2yQa LRfAOASE YR FOGAGAGASE F2N LRGSYy
should identify ptential conflicts of interest. The board of directors should review these conflicts, using
GKS 2NHBIYAT I GA2yQa 26y LINPOSRIZNBE F2NJ I RRNBaaiay3a O
means by which a grantee or project sponsor can request eeption to prohibitions against conflicts
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of interest. This process is described in 24 CFR Part 574.625, and involves the request of a waiver from
HUD based on the particulars of a situation.

Client Confidentiality

Project sponsors must ensure that comidiality procedures are followed to protect the identity of
individuals who inquire about and/or receive HOPWA services. The privacy of confidential client
information must be considered during all phases of grant administration and service delivedjrigclu
collecting, storing, and sharing client data, as well as during a monitoring visit. In order to confirm that
project sponsors are aware of this mandate, the CLV includes provisions in each project sponsor contract
outlining the confidentiality requinments for any recipient of HOPWA funds either explicitly or through
referenced documents. Project sponsors must comply with all applicable federal and state laws.

The provision of HOPWA assistance involves information on the HIV/AIDS status of indimidhals
purpose of determining program qualification. Such information is subject to confidentiality
requirements, as mandated by Section 856 of the AIDS Housing Opportunity Act. The implementing
HOPWA regulation, as set forth at 24 CFR 574.440, statéslliheing:

G¢KS AN YyGHISS akKlff |3INBST FyR akKlff SyadiNBE G§KI G
of the name of any individual assisted under this part and any other information regarding individuals
NEOSAGAY3I |aaradl yoSos¢

Consistentvith statutory and regulatory requirements, grantees and project sponsors must ensure that
information is used for the limited purpose of establishing program qualification. HIV/AIDS status, along
with related client eligibility and program qualificatioo@imentation, should only be accessible by
qualified individuals who determine program eligibility and qualifications, provide support, or oversee
the provision of this federal assistance. Grantees must have written procedures and training efforts in
placeto maintain confidentiality. Additional guidance on this requirement and suggested best practices
can be found in the HOPWA Confidentiality User Guide at
https://www.hudexchange.info/resource/3296/hopwaZonfidentialitydiserfuide/.

Confidentiality Laws, Regulations and Requirements

The AIDS Housing Opportunity Act of 1992, the law authorizing the HOPWA program, requires that
grantees and project sponsors protabe privacy of those receiving HOPWA assistance (see Section 856
of the Act). The HOPWA regulation, 24 CFR 574, implements this requirement and states:

The grantee shall agree, and shall ensure that each project sponsor agrees, to ensure the confidentialit
of the name of any individual assisted under this part and any other information regarding individuals
receiving assistance (24 CFR 574.440).
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https://www.hudexchange.info/resource/3296/hopwa‐confidentiality‐user‐guide/

This broad regulatory language, intended to ensure confidentiality for HOPWA clients, has many

implications. Tgrovide further guidance, HUD addressed HOPWA program expectations for client
O2YyFTARSYUGALFEAGE Ay {SOGA2Yy LL o610 2F |'8B7Qa [/ 2YYdzy
which states:

HIV/AIDS status, along with related client eligibility documeaigtshould only be accessible by

qualified individuals who determine eligibility or provide support, or who oversee the provision of this
federal assistance. Grantees must have written procedures and training efforts in place to maintain
confidentiality. Pecautions may include, but are not limited to, maintaining paper files in locked cabinets
accessible only by designated individuals, and installing security software for electronic files. Grantees
should conduct periodic monitoring of these procedureswamtrtake related training efforts (CPD
b2AO0S ncmnaTL®

The CLV (as the grantee funded by HUD) must ensure both that they protect client confidentiality and
that their project sponsors agree to ensure client confidentiality, according to 24 CFR 5741.440. Al
organizations receiving HOPWA funds should have a clear understanding of their role and
responsibilities in following HOPWA program rules related to confidentiality. Failure to comply is
considered a default of grant responsibilities and could restftWid monitoring findings, suspension,
loss of grant funds, or other potentially negative consequence including legal action.

Key HOPWA Regulatory and CPD Notice Provisions

1 Ensure the confidentiality of the names and other identifying informatiomaividuals who
receive assistance.

Ensure that adequate protections are in place to protect confidentiality.

Maintain written policies and procedures on confidentiality.

Train staff on confidentiality issues.

Conduct periodic monitoring of confidentialiprocedures.

=A =4 =4 4

Health Insurance Portability and Accountability Act (HIPAA)

Where applicable, the project sponsor will comply with the Health Insurance Portability Accountability
Act (HIPAA) as well as all regulations promulgated thereunder (45 CFR, Paft62,6and 164).

The overall goal of the HIPAA is to make it easier for medical providers to share and transfer information
in order to provide quality care. If an organization is covered by the HIPAA, client consent is needed to
share health information.

The HIPAA Privacy Rule applies when all of the following criteria are met:

1 The agency is a health care provider.
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1 The agency conducts certain covered transactions, such as billing an insurance provider.

1 The agency conducts these transactions electronically
Housingbnly providers are not necessarily covered by HIPAA; the entity must also provide health care.
Additional guidance is available from the Centers for Medicaid and Medicare online here:
https://www.cms.gov/Regulationsind-Guidance/Administrativesimplification/HIPAA
ACA/Downloads/CoveredEntitiesCt24y160617.pdf

Project sponsors must obtain client consent by having the client complete the Consent to Release

Information form (ROI), which authorizes the project sponsor and other agency staff and/or volunteer

staff to release and/or share informatiargarding services received in the past, present, or future for

GKS SELINB&aa LddzN1LR2&S 2F NBOSAGAY3a 2N ILAyAy3a | 0O0Sa
needs. This consent may be revoked by the client anytime by writing and informingeheyaholding

the original consent form.

Data collection by interview, observation, or review of documents should be conducted in a setting that
protects the client's identity from unauthorized individuals. Client information should not be discussed
outside the agency, except with the client's written consent in the performance of referrals to other
agencies for client care.

HOPWA Confidentiality Requirements

To ensure the protection of privacy, project sponsors must have written confidentiality policies a
procedures in place. These policies will describe how they protect participant confidentiality. HOPWA
program staff should receive training about confidentiality. Precautions may include, but are not limited
to, maintaining paper files in locked cabisetccessible only by designated individuals, installing security
software for electronic files, and the use of release of information forms that meet federal and state
consent requirements. The CLV will conduct periodic review of these procedures. A ppajesor

should gather private information only when adequate data confidentiality protections are in place.

¢KS LINP2SOG alLRyazNna O2yFARSYGAFtAGe LRtAOE aK?2dz

How staff will gather, record, and store confidential information;
Theconsent process for the release of confidential information;
Protocoals for responding to breaches of confidentiality;
Standards contained in relevant federal and state laws, including HIPAA compliance (if
applicable), and HIV confidentiality statutes; and
1 Privacy standards related to data collection and use of participant information for program
reporting.
Project sponsors should use HIV status/AIDS diagnosis information only for verifying HOPWA program
qualification. This information, along with relatpersonal participant qualification documentation,
should only be accessible to staff administering the HOPWA program.

=A =4 =4 =4
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More information regarding client confidentiality and best practices can be found in the HOPWA
Confidentiality User Guide atitps://www.hudexchange.info/resources/documents/HOPWA-
Confidentiality-User-Guide.pdf

No Disclosure of HIV/AIDS Status without Written Consent

Without express writt@ consent of the client, the CLV HOPWA Program and the project sponsors may
not disclose the client's HIV/AIDS status, or that the client is qualified for program assistance because of
the client's HIV/AIDS status. This information may only be disclosaith¢o service and housing

agencies, landlords, and other parties if the client expressly consents to such disclosure in writing using
the Consent to Release Information (ROI) form. The client's express consent to disclose their HIV/AIDS
status must spedifally designate the person or agency to whom disclosure may be made.

Written Correspondence, Program Forms, and Material Directed at Persons without

Consent to Know Client's HIV/AIDS Status

It is also important that the project sponsor not use any idigirig information that could compromise

LI NIGAOALI yGQa O2yFARSYUGAFEAGE Ay O2YYdzyAOlI GA2Y A
property owners, envelopes, letterhead, and other printed material should not contain any language
thatmightindNS Olif @8 RAaOf2aS I LI NIAOALIYGEQa 1L+ &0l GdAao®

All written correspondence, program forms, or documents specifically concerning the client that are
directed towards, or made available to, landlords, other agencies, or third parties who are not identified
in aclient's written consent must avoid even inadvertent disclosure of the client's HIV/AIDS status.

Therefore, such correspondence, forms, or materials shall not make reference to, for example, "Housing
hLIL2 NIidzy AGASa& FT2N t SNA2 Y athepraferedce tola Bouding @raymdch forl ht 2 1 £ 0
LISNA2Yya GAGK 1 Lxk!L5{® LYyadSrRzZ adzOK YIGSNARIf &aKI
in a federal housing program providing financial assistance towards the client's housing. If any third

parties who are not identified in a client's written consent request information regarding program

qualification criteria (either generally or in relation to a specific client), then HOPWA program staff first
determine whether it is necessary to describe thiformation (e.g., a landlord requires additional

information regarding HOPWA program qualification requirements before making a determination

regarding the landlord's willingness to work with the HOPWA program). If it is not necessary to describe
HOPWA prgram qualification criteria, then HOPWA program staff shall not provide the information. If it

is necessary to describe HOPWA program qualification criteria, then HOPWA program staff shall do so in
GKSaS 3ISYSNIt GSNXay a i KigomeNBoAmMhoelegsSoNaD&kof Of A Sy G a
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a bank account with a generic prograname.

Secured Client Record Keeping and Storage

Any information that directly discloses a client's HIV/AIDS status, or indirectly by virtue of being
identified as a HOPWA client, shall not be visible or accessible to program staff persons without a need
to know or to any other persons.

9 Client records will be maintained in a central, secured filing room with controlled access. During
working hours, primary or secondary client files shall be stored in a locked drawer or cabinet
when no staff person is prest.

9 Aclient file, or materials intended for a client's case record, shall never be left on a desk, even
with the door locked, when there is no HOPWA staff person in the office.

1 Personal client concerns shall not be discussed when other persons may awvtrae
conversation.

Responsibility to Inform Clients of Confidentiality Rights

At the time of application for HOPWA assistance, the project sponsor staff shall explain the client's right
to confidentiality, as well as the need for prior written authotiaa to disclose client information. The

client shall be informed that all information contained in the client's file is confidential; and that staff
with access to information about the client is bound by confidentiality guidelines, and shall not disclose
this information without prior written consent. A written explanation of the client's right to

confidentiality shall be provided as part of the client's Participation Agreement, the original signed copy
of which shall be maintained in the client file.

Clent Access to Personal Records

Upon written request, HOPWA clients should have access to review their records and case file content.
A private location should be provided to the client for this purpose within the agency. Clients should not
be allowed to emove their case file from the agency; however, they may be granted photo copies of file
contents upon request.

The client does have the right to:

1 Review any portion of case record,;

1 Have alegally authorized representative assist in reviewing recordsharebme bound client
may have a legally authorized representative review records for the client;

1 Request that copies of the records be made at the client's expense; and
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1 Use such materials/records in any complaint or eviction proceedings.

Terms and Conddans
1 The client does not have the right to:
1 Demand to review their records immediately without a prior appointment for this purpose;
9 Take original documents or case records from the office as these are the property of the
HOPWA provider;
1 Review the case oards except in the presence of provider personnel; and
1 Review information deemed privileged or confidential under federal and state law.

Confidentiality Requirements upon Client Death

Upon the death of a client it may be necessary to inform associategifaegarding the client death on

a need to know basis. Under no circumstances will the program disclose protected health information or
any information regarding the cause of death, unless mandated by state or local laws.

Equal Opportunity, Fair Housjramd Reasonable Accommodation

The CLV (as grantee) and all agencies receiving HOPWA funding shall comply with federal and local
requirements for nordiscrimination and equal opportunity within the qualified population. Within the
population qualified foassistance under the CLV HOPWA Program, discrimination on the grounds of
race, color, religion, gender, national origin, age, familial status, sexual orientation, and disability is
strictly prohibited. In particular, the City of Las Vegas and all agemdeing HOPWA funds must
comply with the applicable provisions of the Americans with Disabilities Act of 1990 (42 USZ 12101
12213), and implementing regulations at 28 CFR Part 35 and Part 36.

The Americans with Disabilities Act (ADA) and its implemgmégulations ensures the access of

RA&AlI 0f SR LISNB2ya (2 alJztAO I O0O0O2YY2RIiA2yazé 0208
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programs, the ADA covetise participation in HOPWA services and the sites where services are

provided.

The ADA addresses both physical and administrative barriers to access. Most people are familiar with
physical access issues (e.g., wheelchair access, and providing TTY phioad@enearingmpaired
individuals). Administrative barriers are also important and can include qualification policies that might
screen out persons based upon a disability, including mental illness, drug addiction (though not current
use of illegal suttances), and alcoholism (whether alcohol use was in the past or present). Such
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services, or facility in question.

Fair housing laws are civil rights latliat apply to housing. All housing providers, whether they are in
the private, public or nonprofit housing sector, are required to follow fair housing laws. These laws
cover the entire relationship between a housing provider and an applicant/residentiteinam the

time of the initial inquiry, through application and residency, to termination and rA&myte During that
time, any transaction or interaction can give rise to a claim of discrimination. Additionally, housing
providers have an affirmative respsibility under the Fair Housing Act to help their disabled applicants
or residents overcome barriers to obtaining or maintaining housing. The following individuals are not
considered disabled under fair housing laws:

91 Individuals with a temporarglisability.

1 Individuals who are current illegal drug users.

9 Individuals who pose a direct threat.
Unlike state landlord tenant laws that regulate the respective roles of landlords and tenants, fair
housing laws prohibit differential treatment in housinguisactions based on protected clZssch as
race, religion or sex. Fair housing laws are analogous to other civil rights laws in the areas of
employment, education, and public accommodations. Types of dwellings that are covered by Fair
Housing Laws include

=

Apartments.

Condominiums, sold, or rented.

Cooperatives.

Houses, sold or rented.

Rooming Houses.

Assisted Living Facilities.

Retirement Housing.

Mobile Home Parks.

Housing Construction Sites.

Vacant Lots.

All residential real estate transactions inclugtimenting, leasing, selling, advertising, lending,
insurance, appraisal, etc.

Fair Housing laws include a set of federal, state, and local statues and ordinances that protect all of us
FNRY AffS3IFf RAAZONRYAYLl GA2Y Aayice.Riesedalvs/iitltde {s€ey RA Yy 32
http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHL

aws):
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1 ¢/Bederal laws passed in
1968 and 1988 that prohibit discrimination in the sale, rental and financing of dwellings on the
basis of race, color, religion and national origin. The 1988 amendments prohibit discrimination
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based m disability and familial status (the presence of children under 18 in a household). These
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1 QFederal law that prohibits discrimination against

persons with disabilities in all services, programs and activities made available by state and local

governments (Title I) and in all buildings operire public (Title III).

1 CFederal law that prohibits all recipients of federal
financial assistance from discriminating based on race, color or national origin.

1 ¢Fetleral law that prohibits recipients of
federal funding from discriminating on the basis of sex or gender (42 USC 5309).

1 ¢iRederal mandate that requires recipients of

federal financial assistance to provideY S yAy 3 FdzZA | 00Saaé¢ G2 F LILX AOL
their programs who do not speak English as their primary language and who have a limited
ability to read, write, speak or understand English.

1 ¢/Bederal lav that prohibits discrimination against
persons with disabilities in any program or service receiving federal financial assistance. In
addition, this law requires providers to take additional steps to accommodate people with
disabilities, such as payingfcertain structural changes to increase the accessibility of housing
and common areas.

¢CKS CIFIANJ I 2dzaAy3 ! OG0 2F mpyyQa NBIdAFdAz2ya aLISOAT
AaSOSNRGee 2F |y LI A0l yiQa fetantdRshaditl addid ingiNddg@A RS NB 2
Fo2dzi | LRGSYOGALFf LI NIAOALIYGQa RA&AFIOATAGASA 2N K
determination (e.g., verifying HIV status for a HOPWA program). Providers of HOPWA housing assistance
should act with cautin in gathering participant information related to covered disabilities or handicaps
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owner to ask other questions for the following purposes:

9 For determining if someone will be able to meet the terms of their tenancy or participation;

1 For determining if they are currently using illegal substances tbeyfhave been convicted of
the manufacture or distribution of a controlled substance; and

1 For determining generally whether they would represent a threat to the health or safety of
other tenants or residents.

Fair Housing Practices
Most, if not all, ladlords renting units to HOPWA clients are also subject to fair housing requirements.
The client may be threatened with eviction for disabiigfated issues that could be resolved through
reasonable accommodation. For example, a prohibition against paystra overcome by the need to
accommodate a client's reliance on an animal for assistance with daily living activities. Proposed eviction
on the basis that a client's housekeeping or personal hygiene practices pose a threat to the health,
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safety, or righf peaceful enjoyment of others also may be a violation of the disability laws if the
landlord refuses to accept hordgased services as a reasonable response to the situation.

Responding to Discrimination on the Basis of Disability
Project Sponsor can spond as follows:

w Advocate for reasonable accommodation, if warranted. If efforts to ensure reasonable
accommodation by the landlord become futile and eviction proceeds, assist the client in
relocating while the client pursues legal recourse against theldad.
W Refer the client for legal assistance if evicted or threatened with eviction by the landlord.
Under fair housing laws, a policy or practice can be discriminatory even if the provider did not intend it
to be. A policy that appears to be neutral athokes not single out residents of a protected class can be
considered discriminatory if it has a harsher impact on people who are in a protected class. For example,
I ay2 GNAOeOftSa yesKSNB Ay GKS O2YLX 6Eé LRt AOe K

Harassment

Housing providers have a legal responsibility to refrain from threatening, coercing, intimidating or

harassing applicants and residents and to ensure that their employees refrain from such activities. In

addition, providers have an affirmige duty to protect their residents from harassment from other
NEAARSyGa 2y (G(KS olFlara 2F (GKFdG AYRAGARIZ £ a Ay Of dz
ondne harassment as well as the creation of a hostile environment through genésarat

comments. All housing providers should have a policy prohibiting such harassment and procedures in

place to respond to violations of that policy. All efforts to remedy resigetesident harassment

should be fully documented. Providers who haviethto remedy residebnzesident harassment

have been found liable under fair housing laws for perpetuating a hostile housing environment.

Reasonable Accommodation

HUD regulation 24 CFR 982.306(d) does not allow housing assistance to a unit if thésdhva@arent,

child, grandparent, grandchild, sister, or brother of any member of the family, unless it is determined

GKFG FLILINRGAY3I (GKS dzyAl 62dzdZ R LINRPJGARS GNBlFazylofsS
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including persons living with HIV/AIDS to receive benefits when housed with a family member who owns

or rents the housing unit if it is determined by a physician that living with the family member is
M2 NI Fyd G2 GKS OtASyidUa 2@0SNIff KSFIEGK FyR gStfmn
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In such situations, due to a reasonable accommodation determination, the family's income is not
O2dzy i SR Ay RSUOSNNAYAYy3I GKS ljdzZ ft ATAOFIGA2Y 2F GKS f
assistance.

Assistance payments are based on the number of bedrooms that the person(s) with disabilities occupies
in the home, must be reasonable for the type and nature of the housing arrangement, and similar to
reasonable rental fees available in comparable ungss$isnits.

There are times when an individual is unable to move into, or remain in, housing because of

circumstances related to a disability. In these cases, the applicant or resident may request that the

housing provider make an exception to a standartiqyp procedure, rule, or qualification criteria so

that he or she is able to move into, or remain in, the housing. This is called a reasonable accommodation
request. To show that a reasonable accommodation is necessary, there must be an identifiable

relah 2y a KAL) 2NJ ySEdzar 0SG6S8SSy G(KS LINRBo6fSY (KS AYRAD
and the accommodation requested.

All applicants and new residents should be notified in writing of their right to request a reasonable
accommodation. In adtion to a written notice to applicants or language in the lease, such notification

should also be given verbally because some individuals may have limited reading skills, cognitive

limitations, language barriers, etc. Residents receiving a notice of tatimmshould be notified again

of their right to request a reasonable accommodation. Providers may not require that the request be

made in a specific format. A request does not have to be in writing and any reasonable accommodation

forms that the providegives to the resident are to benefit, not burden, the resident. Providers,
K26SOSNE | NB LISN¥YAGGSR (2 NBIdSald SGSNAFAOIGAZY 27
There should be a standardized procedure for reviewing reasonable accommodation requests. All
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requests could require the housing provider to assess feasibilitghanextent of a possible financial

and administrative burden and could legitimately take as long as several weeks. If the provider has

reasons to reject a request, the provider should consult with the individual making the request to see if
another strategy would also work. Recommended steps for addressing reasonable accommodation

requests are:

1. Applicant or resident approaches housing provider to request a reasonable accommodation or
Y2RATFTAOIGAZ2Y® .S EtSNI F2NJ NBIjSOAaXYARF GARFE Y
request some sort of action or waiver of a requirement because of a disability.

2. Provider may require verification of the disability and necessity of accommaodation or
modification from a qualified individual. The qualified individual mey physician, nurse
LIN OGAGA2YSNE LIKE@AAOAlFIYyQa ladaaAraidlyds LaeOK2f23
professional. If the disability is obvious, no verification should be required; it would represent an
unnecessary extra step for thedividual.
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which staff reviews the requests.

4. The provider must respond in a timely manner. If the response is a denial of the accommodation
or modification, theprovider may want to have a person in a supervisory position review and
approve the denial before it is communicated to the individual.

5. If the provider denies the request, the provider should make a proposal for another way to
accommodate the individual.mrAapproach which opens a dialogue is suggested.

6. If no mutually acceptable solution is developed, the individual should be notified of any appeal
procedures.

7. Follow procedures to notify the housing provider and the Board of Directors of the denial

8. All infomation related to the reasonable accommodation or modification request should be
well documented and retained on file. Logs should be kept legibly and documents should be
maintained for at least two years, as a denied reasonable accommodation requesieor ot
alleged discriminatory act can be challenged up to two years after the date of denial.

9. All information related to the request must remain confidential. Housing providers are not
permitted to ask about disabilities beyond what is required to establighetxistence of a
disability and the efficacy of the requested accommodation or modification to address the
barrier caused by the disability. Providers are not permitted to share information about
disabilities without a signed voluntary release of inforioat

10. Be sure all documents related to management plans, asset management procedures, and Board
2T S5ANBOG2NBQ 20SNEAIKG LRfAOASA AyOf dzRS Ay TF2N
accommodation/modification requests.

Accommodating Justified Absence frossidted Housing

HOPWA recognizes that clients may, from time to time, experience extended hospital stays. The
Program also strongly encourages clients to seek appropriate substance abuse and/or mental health
treatment that may require clients to enter intesidential substance abuse or mental health treatment
facilities.

{GFYRIFENR OOSLIIF6otS GAYSTFNIYSa F2NI FoaSyoS FTNBY |
housing unit is a period of thirty (30) to sixty (60) days. To accommodate persaesdmhextended

hospitalization or residential treatment, programs should consider a Reasonable Accommodation

request for longer absences (up to one hundred twenty (120) days) with appropriate documentation

from a qualified professional verifying hospitaliion or residential treatment.

Clients must also notify the landlord of the approved absence and continue to pay his or her portion of
the rent while absent to ensure that the landlord does not move to evict on the basis of abandonment.
If the client anicipates a change in income due to treatment (i.e., treatment program fees), the client
may ask, as a reasonable accommodation, for an adjustment to program rent during the period of
treatment. The Program will require documentation of fees from the tneent facility.
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Reasonable Modifications

Housing providers may be required to provide residents with reasonable modifications (physical changes

to their living units) and to provide reasonable accommodations (exceptions to standard policies,
proceduresyules or application criteria to enable disabled persons to live in the housing). Fair housing

laws require that a disabled individual who needs to physically modify his or her housing (for example

installing grab bars, a visual doorbell, etc.) be pernditie do so provided that there is a relationship or

YSEdza 060SG46SSy GKS LINRBoOotSY (KS AYRAGARdAzZt A& SyO2d:
modification. A housing provider may condition permission for a modification on the resident mgvidi

reasonable assurances that the work will be done in a workmanlike manner and that any required

building permits will be obtained.

Payment: If the housing provider receives federal funding, Section 504 of the Rehabilitation Act of 1973
applies and the mvider is required to pay for the modification, unless the housing provider can
establish that it would impose an undue financial and administrative burden or require a fundamental
alteration in the nature of the provider's program. Housing providers objext to Section 504 may,

where reasonable, impose a condition that when vacating the unit, the resident will restore the interior
of the premises to the condition that existed before the modification, reasonable wear and tear
excepted.

However, the housig provider should not require the resident to restore the unit to the previous
condition if the modification benefits the property or is needed by another resident.

A housing provider may not require increased security deposits from persons with dissbifibwever,

where it is necessary in order to ensure that funds will be available to pay for restorations at the end of
tenancy, the Fair Housing Act allows the owner to negotiate as part of a restoration agreement a

provision requiring thatthe residet)- @ Ay 2 'y AYyGSNBAGmoSEFNAYy3a SaONP
the costs of the restorations. The interest on the account must accrue to the benefit of the resident.

stausag
LINE A RSNBE | NS NBIdZANBR (2 O2yaARSNI Fff NBljdzSada |
5SGSNYAYAY3I NBlFazyloftSySaa R2Sa y2d YSIYy GKS LINRO
accommodation. A provider is permitted to contact the tifi@d individual who has established the
NEAARSYyGQa ySSR F2NJ Iy |002YY2RIFIiA2y> AT ySOS
0KS ljdzZt t AFASR AYRAQGARdZ f KIFIa RSSYSR (G4KS NBaa

irProviders should be aware that
refusing to grant a reasonable accommodation request for a reason other than those listed below is
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illegal. A housing provider can deny a reasonable accommodation request for any or aliadiothing

reasons:
1. b2 abSEdzaé¢ 2Nt 20/, S ONIB IRdES ®E AR ay2G YIRS o6& 62N
with a disability or the need for the accommaodation is not related to the disability;
2. Granting the Request Would Impose an Undue Finanaiad Administrative Burdermt ¢ KA &
could mean that the provider lacks the resources/staff capacity to make the accommodation or
can show the accommodation would interfere with the right to quiet enjoyment of other
residents who live in the housing.
3. Grantingthe Request Would Result in a Fundamental Alteration to the Program
4. The individual poses a direct threat to staff or residsrand granting the request would not
eliminate or significantly reduce the threat.
Client Eligibility
Prior to any HOPWA servidasing provided there are TWO BASIC CRITERIA in order to qualify:
1. Household must havAT LEAST ONE PERSON WHO HAS littn Immunodeficiency Virus)
OR AID$Acquired Immunodeficiency Syndrome). This includes households where the only
gualified person is ainor.
2. Total household'sROSS INCOME MUST BE LESS THAN 80 PERCENT AREA MEDIAN INCOME

(AMI) GUIDELINES as defined by HUD. This requires determining household members first.

It is critical that sponsors must have adequate signed releases of informatiorH@PWA participants
that allow them to obtain and store this documentation. As part of a private medical record, such
information is highly confidential and protected by federal state and local laws that govern HIV status.

HIV Verification
All participantfiles must contain documentation that verifies their medical eligibility to receive HOPWA
assistance. Acceptable medical documentation of HIV status includes the following:

1

=

A signed and dated statement of HIV verification signed by a physician, certifittidare

G2N] SNJ adzOK a | LIKEaAOAlFyQa lFaaradlyadz 2N | RQ
representative.

A hospital discharge summary that documents the HIV positive status.

A laboratory report indicating a positive serologic test (Western &lafirmed).

Social Security Administration records indicating the nature of a disability determination.
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Household Composition: Declaration of Household Status and Household Types

In order to determine the gross income for the total household membéesr guidance on what
O2yaidAaitdziSa I GK2dzaSK2f R¢é aK2dZd R 0S NBOASESRO !
OSNIAFTAOFIGAZ2YS FYR adzoaSljdzSyd NBTOSNIATFTAOFGAZ2YaA
the nature of the relationshidJo &0 I & SAGKSNI I FFYAf @ dzyAdz LI dzi2yAC
AynmlFARS® {2YS 3IANryidiSSa IyR LINRP2SOG aLkRyazNBR fA1S
effect, but this is optional. Any change in household status theredft&r2 dzf R 6 S NBLIZ NI SR (2
project sponsor staff within 15 days, and ongoing HOPWA assistance following the change in household

status may be subject to project sponsor approval. Intentional misrepresentation of household status (a
materialfact@ SR Ay YI1Ay3 | RSGSN¥YAYFIGA2Y a G2 GKS Of A
fraudulent and may result in termination.

HOPWA recognizes the diversity in households in which persons with HIV/AIDS reside. The following
helps govern the types of hgaholds in which a qualified client may reside:

f Qualified Person LIVING ALONE! K2 dzaSK2f R O2yairaidAiay3da 27F | | dz
apply for assistance based on the applicant's total gross income. When the applicant is a
gualified person livinglane, his/her total income is counted in determining financial
gualifications; and the total housing costs are counted in determining the amount of allowable
assistance.

f Qualified Person Livingina FAMILY UNKE! Y RSNJ | ht 2! NBIAdz famiy 2y as> 4K
AayY a! K2dzaSK2fR O02YLl2aSR 2F G¢2 oHO 2N Y2NBE N
related by ties of blood, marriage, or other legal sanctions. A person who is not a relative by
blood, marriage, or other legal sanction may be considered @yamember if they are
AYLERNIFYyG G2 GKS OFNB yR ¢gStftnoSAy3a 2F GKS |jd
definition generally meet one or more of the following criteria:

o0 They are an intimate partner of the qualified person, regardless oflgeor marital
status. They have mutually agreed with the qualified person that they will support each
other financially, emotionally, and/or spiritually.

0 They assist the qualified person in maintaining physical and/or mental health, yet do not
live with the qualified person solely for this purpose.

0 They are of minor age or are an elderly dependent (i.e., legal guardianship of a member
of the household). An adult with custodial authority for a minor who has HIV/AIDS and
meets income qualifications muatcompany the minor to the intake, screening, and
OFrasS YFylFr3asSyYySyid FLILRAylGYSyilad Ly adzOK I+ Ol 3
considered the custodial adult.

0 Surviving member or members of any family who are living in a housing unit assisted
under theCLVHOPWA Program with the person with HIV/AIDS at the time of his or her
death.

f  Qualified Person Living with a ROOMMA[®hared Housingm ! N2 2YY Il 4GS NBfF A2y
established for the purposes of sharing housing costs (mortgage, rent and/or utilityrbills) i

63



exchange for a share of the space available in the living unit. When the applicant is an individual
with a roommate(s), this is classified as shared housing. In the case where two (2) or more
unrelated persons live together as roommates, the individdial¢d qualified for HOPWA

assistance will not receive any compensation as a result of the housing assistance awarded to
the qualified person. Clients living in group homes and other institutional settings are also
classified as living in shared housingrd@es living in group homes or another institutional

setting may qualify for HOPWA assistance if rent is being charged for the unit and the unit is not
subsidized by another program for the same costs as HOPWA pays. All adult roommates must
have verifiabld N2 2 F 2F NBAARSyO& Ay GKS | ht2! nlaaha
NByGalrf FaNBSYSyd Fa | LILINPOSR o6& GKS fFyRf2N
person's income is counted when assessing income. Rent and utilities must be paraiag
roommates.

i SF
R @

NOTE: HOPWA does not permit couples to present as roommates for the purpose of securing

federal housing benefits if the couple presents as a family in their personal life. Also, if more than

one person in a roommate relationshigiglified for HOPWA assistance, each must apply

separately based on individual income and prorated housing costs. A roommate cannot change

0KS adliddza G2 F aFFYAfeéed YSYOSNI FFGSNI GKS RSIH
benefits.

Householdwh G K | [ lmm9 mlf & @SIMB\y +F ARS O2YLISyaliSR F2NJ
LISNBR2Y SAGK | L+xk!L5{3 2NJIFy20iKSNJ RAalofSR 2N S
y2i 02 0S O2yaARSNBR | FlYAf& YS8¥saPpdsorwhd | NR2Y
resides with a disabled or elderly person who meets all three of the following criteria:

o La RSGUSN¥YAYSR G2 06S SaaSydaAart G2 GdKS OFNB |

0 Is not obligated to support the person(s).

0 Would not be living in the un#éxcept to provide necessary supportive services.

t NP2F 2F [ABBSOYXY2NRERI §81 R8Ot NS | LISNR2Y | a
income verification as a member of the family unit or treatment as a roommate, the

applicant must certify that DK LISNBE 2y Qa &aSNIBAOSAa INB 6SAy3a LJ
contract and supported by the following documentation:

z

o TS fABSTmAY FTARS A& ljdzr t ATASR (2 LINRPOARS
licensing or certification or, in absence of such docuragian, certification by the
FARSQA SYLX 28SNJ YR LIKe&aAOAly GKFG GKS A
0 ¢KS fAPGSTAY FTARS gla y2i LINIG 2F (KS K2dza
arising.
0 There is no other reason for the aide to reside in the thrdin to provide such care
(documented by a copy of the contract for services through a third party).
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0 The aide and the client maintain separate finances (documented by the aide and
client through bank statements). Such certification, and supporting doctetien,
should be submitted to th@roject sponsor stafbr review and formal approval.

NOTE: Aides are entitled to a separate bedroom in HOPWA subsidy situations.
Also, a family member cannot be considered a livezh aide, even if that person is
the sole caregiver to the other.

Income Verification

HOPWA regulations require the total income of all household members (except where referenced

above) be counted in determining financial qualifications (with certain exceptions referenced below).

The total housebld income cannot exceed 80% of the Area Median Income (AMI) as determined by

| ' 5% gKAOK Aa O2y&aARSNBR daf26nAyO02YSdé |1 ht2! NByYI
when determining the amount of allowable assistance and/or client rental paymertion.

HUD sets AMI levels for households in communities across the country; these numbers vary significantly
depending on the economy of the area. HUD AMIs are calculated annually for individual localities and
organized by number of persons in theusehold. In calculating income, the entire household income

must be taken into account, not just the income of the HOPWA qualified person. This data is updated
annually and can be found attp://www. huduser.org/datasets/il.html

The project sponsor should collect and maintain income verification for all adult members of a
household as determined by regulations 24CFR Part 5.609. If an adult member of a household has no
verifiable income, the projectp®nsor must have the persaign and date a statement stating that they
have no income.

9 Ideally, income documentation should be less than 90 days old, based on the date of HOPWA
program gqualification. In cases where income is consistent with the preyears tax return
forms may be used as one form of verification.

T LyO2YS A& 3ISySNrftfe FyydzatAiAl SR 20
seasonal work or employment with fluctuation in wages.

f t NEINIY ljdz f AFAOI RPN ANBUASNDASTNER I A& SBAISRG |y
account changes in household income or changes in compositiric

(7))

NI I MH Y2y (K

T Ly OFrasSa 27F LINIL GAYS 2N aSlrazylf SYL¥uéheyYSyidzx
Fad ljdzr NOISNXI & 2NJoAntkyydz ffeo

T bSSR F2NJ aK2NInGSNY NByd Y2NI3IlF3IS 2N dziAfAGe +
income and expenses for the household each month a request for assistance is made.

To address specific program income regments for HOPWA, language is included in the eligibility
procedures manual that reads
Thé standardized:efigibility requirements are within HUD regulations that allow the
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state program to be more restrictive, and not more lenient. If the client's income is above 80% of the
median income for the area, they are not qualified for housing assistance under this program.

Annual income

Annual incomas the anticipated total incomfrom all sources received by the family (head and spouse,

even if temporarily absent) and by each additional family member/household, including all net income
RSNAGSR FNRBY laaSda F2NJ GKS MHTY2Yy UK L#SNA2R T2 2
When determining the client's ability to pay for and maintain housing, all income should be considered,
including the client's income derived from assets. The client may be required to use assets since HOPWA
assistance should be the last resdfbodstamps arenot considered income under theLV\HOPWA

Program.

To determine the income qualification, tliient must report all sources of annual income and the

amount received per monthi i|Appropriate documentatiotincludes the
following:

1 Copies of checks,

1 Bank statements,

1 Written statement signed by the client's employer,

9 Public assistance award or denial letters, or

9 Other statements of support and certifications of sources of income.
For complete regulations, refes 24 CFR, 5.609(c).

L¥ Al A& y20 FSFaraoftsS (G2 FYGAOALIGS | £S@St 2F Ay
AK2NISNI LISNA2R YIé 68 lyydzZ tAT SR YR adznaSoiG G2 |

If the client is damily as defined earlier, the income of all adult (18 and over) family members, unless

otherwise specified in the income requirements, must be included when assessing income qualification.
laaAaidlyoOS Aa LINBnNFX SR gKSy | diondfkheigcontfiBution ® NJ NI T dz
the household income. Appropriate documentation for family members is similar to those for the client

as listed above.

Household income must be documented. Documentation of all household income and compliance with
HUD househld income requirements includes, but is not limited to, wages, Social Security Income
(SSl)/Sacial Security Disability (SSD)/State Disability Insurance (SDI), or Aid to Families with Dependent
Children (AFDC).

In summary, sources of income and documentaiioclude the following, depending on the
Ot ASyiQak¥TlYAfeQa OANDdzvaidl yoSay
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1 Sources of incomas a condition of participation in the HOPWA program, applicants shall agree
to supply such certification, release, information, or documentation as the HOPW&@rov
determines to verify the applicant's income. Documentation of all household income and
compliance with HUD household income requirements include, but are not limited to,
employment wages; Social Security Income; TANF; child support; unemploymentresatipe;
disability payments; and other regularly received support, such as retirement funds.

T . O] mdzLd R 2 edyYnSlydé, buiiis rdtyimited to, payer disability check stubs [if pay
stubs are the documentation provided, then send the two (2) mostecu pay periods]; award
letter from Social Security or other government agency; and current statement of other regular
support. Appropriate documentation for family members is similar to the applicant, and may
include copies of checks, bank statementsdften statement signed by the employer, public
assistance award or denial letters, and other statements of support and certifications of sources
of income; or the Verification of No Income form completed by the client.

1 In cases wherao documentation ofmcomeis available, the project sponsor staff shall
document their inquiry and efforts to obtain income information, and have the client complete
the Verification of No Income form. The decision to provide assistance to prevent homelessness

may,inthiscda S RSLISYR dzLl2y | &dzo2SOGAGBS RSOAEAAZ2Y GA
showing efforts made to acquire information, and why the decision was made to support the
client.

The income of aelderly parent and adult chilanust be included to determineuglification. There is an
income deduction for persons age 62 and older.

hiKSNJ K2dzaSK2f R YSYOSNHE Ydzad 6S RSOfIFINBR SAGKSNI N
family, all income of adult members must be considered in determining incomeiqagdih. If the

Ot ASyld A& Iy AYRAGARdAzZrf gAGK NR2YYI GSaz 2yte (GKS
jdz f AFAOFGA2Y YR K2dzAAy3 FaaraildlyOS Ydzad oS LINET

Interim Recertification

Household program eligibility must becertified if household eligibility factors have changed during an
annual eligibility period. Project Sponsors must recertifyilelity if household income, residency,

and/or composition have changed and the houskehwill remain in the programA chang in household
income, residency, or composition may affect other program eligibility criteria and rasg@tance
components.

1 Change in Household Incom&he CLM\HOPWA Program defines a change in incont28¢.00
2NJ Y2NB LISNJ Y2y i Rccip2ncylRequi@yfents df Sukisidizéd B1@tdiamily
Housing Programgsee Chapter 7: Recertification, Unit Transfers, and Gross Rent Changes,
Section 2: Interim Recertification). Nonetheless, households may request an interim
recertification for a change in income of any amount at any time during an annual eligibility
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period. Documentation must be complete and cover the 30 days precediagrtterim
recertification date If household annual gross income exceeds 80 percent of AMI, the
household is no longer eligible for the program.

1 Change in Household Residen®pcumentdion must be current as ohie interim
recertificationdated L F (GKS K2dzaSK2f R A a EMSapragamServkds (1 KS t
will end immediately and the household may seek services from the HOPWA provider in their
new EMSA

1 Change in HousehdlCompositionAttach eligibility documents for all new household members
18 years of age and older. If the household does not include a household member living with
HIV, the household is no longer eligible for the program. If household annual gross income
exceeds 80 percent of AMI, the household is no longer eligible for the program.

Citizenship Considerations

HOPWA regulations are silent in regards to serving householdsneitibers who are not documented

U.S citizens; however, other associated fedegaldance prohibits gvernmental agencies and public

housing authorities from providing federal housing assistance to those applicants who do not have

St AIAGES AYYAIANr GA2y &adl Gddzad® ¢KS 3IdzA R yOS R2Sa LIS
entities to provide housing and services without inquiring about citizenship status, nor requiring

verification of citizenship; this allowing many HIV/AIDS organizations to work with this population.

NOTE: A mixed family is eligible for prorated assistordeousing by a governmental agency or
public housing authority. Prorated assistance is a calculation of subsidy based on the number of
members in the household who are citizens or have eligible immigration status.

Verifiable Documentation of Need foolising Assistance

lht2! A& | bySSRanmolaSRb LINPINI YT GKSNBF2NBEx Of AS
through verifiable documentation. Also, HOPWA as a federal funding source from HUD should be

accessed AS A LAST RESORT. HUD guidelimesthegciient to secure and maintain housing stability,

YR SyKFEyOS FAYFYOALt YIyFr3aSyYSyildo ¢KS aidNI iS3IASa
oriented, and individualized plan of care.

Examples ofieedinclude, but are not limited to, the flawing:

1 The client is unable to pay rent, mortgage, utilities, etc., due to their HIV status at the time
assistance is requested, such as:

1 The client experiences a sudden loss of income due to changes in health.

1 The client is unable to work due to hospitaltion, and therefore received significantly less pay
and is unable to cover expenses.

1 The client had to purchase unexpected costly HIV medications out of pocket.
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1 The client was not hospitalized but is too ill to work according to a physician's stateanent,
the client did not have a salaried position where sick and annual leave was accrued.

1 The client is requesting assistance in an effort to move to more affordable housing to better
accommodate their diminished income that has decreased because oHhéistatus. For
example, the client is forced to work fewer hours due to fatigue/iliness and is only receiving
Social Security Income (SSI).

1 The client left employment, and is in the application period for disability benefits.

1 The client had unexpected, bndgeted medical expenses that must be paid.

Examples that araot related to needinclude, but are not limited to, the following:

1 The client used their limited income to make vehicle payments and frequent repairs; to cover
costs of maintaining pets; tmake excessive long distance telephone calls; to purchase
Christmas presents; to purchase illegal drugs and alcohol; to purchase frivolous items; to pay
traffic citations, court, or probation costs, etc., expecting HOPWA to pay housing costs.

1 The client hd their wallet stolen.

9 The client had fines/probation/restitution fees to pay.

1 The client purchased excessive gifts.

NOTE: There may be situations where the client presents with a need that falls outside of the examples
provided above. All questionableustions should be processed with a supervisor/program manager.

The area contract manager should be included in this process as well. All attempts must be made to
assist a client outside of HOPWA in order to avoid displacement.

Appropriate verificationof§ S Yy SSR F2NJ K2dzZaAy3d RSLISYR&a 2y GKS Of A
include, but is not limited to, the following documentation:

1 Monthly mortgage statements.

Lease/rental agreements.

Certified letters from landlords or overdue notices.

Utility statements oloverdue notices.

Original copy of utility bill.

Phone bills or overdue notices.

CAffAaKkeNRGGSY SAGAYFGSa R20dzYSyldAy3a Kz2dzaAy3anNB
Any additional documentation requested by theoject sponsor staffo support the request for

housing assistance

=A =4 =4 4 -4 A 4

Common Errors in Income Calculations
1. Determining the Gross Household Income
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Review the frequency of payments carefully for all sources of income (wages, benefits, child
support, etc.)

Check to ensure sporadic income and dimee payments are NOT iluded

Watch out for SSA benefit adjustments in the form of lump sum payments for retroactive
benefit increases OR overpayment amounts being withheld

Garnishments by the IRS or state Dept. of Revenue are NOT excluded from gross
Eldely/Disabled HouseholBeduction

Each household is only eligible for one $400 deduction

Head of household, spouse, or-head must have a disability

3. Allowances for Medical Expenses

1

Only applies to Elderly/Disabled househol@égtch out for situations where the HOPWA

eligibke individual is not the head of household, spouse, ehead

Make sure deduction is given for any Medicare premiums being withheld from SSDI checks (this
amount isstated on the SSA award letter)

Include any additional verified medical expenses that ed@¥% of gross income for ALL

household members

4. Disability Assistance Allowance

T

Deduction applies to verifiable, sqdfid expenses for adaptive equipment or other special
needs that allow a @rson with a disability to work

Costs for the adaptive equipmemust not exceed 3% of the household gross and must not be
greater than the income earned

5. Childcare Allowance

1
)l

Only one parent/guardian of the chiidust be working to be eligible
Childcare costs may not exceed the income earned by the woirkiligjdual

6. Earned Income Disregard

1

=

Applicable only to earned income of disabled individuals who were not previously working for at
least one year OR received at least $500 of welfare benefits in the past 6 months and have
increased their income througltages

Periods of 100% and 50% disregard should not exceed 12 months each

The 48month eligible exclusion period is correctly documented

Only the increase in gross income that results from wage income is to be excluded (not
necessarily ALL earned income)

7. Other Income Properly Exclude®o NOT include in the gross household income calculation:

1

Income of minors under the age of 18
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1 Income of fulltime students over the age of 18 in excess of $480
1 Income provided for the care of foster children
1 Income from ahousehold member approved as a liveaide

Enrollment Process

Before a client applies for enrollment into the CLV HOPWA Program, the client must be determined
eligible for patient care services.

The enroliment process for HOPWA services may vary betpr@gect sponsors, but there are

minimum requirements that must be completed to qualify clients for the CLV HOPWA Program. Also,
the local project sponsors may require additional information. The project sponsor staff will assist the
client with the HOPWAnrollment process, and determine whether or not the client is qualified for the
program.

Forms for Application for Enrollment

The following is a list of FORMS (if applicable) to be used in the application process for enroliment into

the CLVHOPWAProgram ! £ f 2F (KSaS FT2N¥a akK2dzZ R 0SS YIFAYyQl Ay
during the development of the Housing Plan of Care.

=

Participation Agreement

Application Form for HOPWA Assistance

Proof of Income

Verification of No Income

Client Needs Asssient for Assistance

Participant Rights and Responsibilities

Consent to Release Information

Client Budget Worksheet

Housing Plan of Care

Worksheet for Calculating the Maximum Subsidy for Resident Rent/Mortgage Payment
Landlord Agreement

Lead Based Rdilnformation

Security Deposit Agreement

Client Agreement for Return of Security Deposit

Client Housing and Support Service Payment Assistance Worksheet
Memorandum of Understanding for Confidentiality of Client Information
Termination Form

=4 =4 =8 =4 4 -8 - - -8 8 -8 -8 oa o
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Time framedor determining qualification for HOPWA assistance should be explained to the client

RdzZNAYy 3 GKS LI AOFGA2Y F2NJ SyNRtfYSYyd LINRPOSaad LT
requested information by the project sponsor, the information uegted and the source of authority

should be cited in writing to the client. It is the responsibility of the client to return the requested

information immediately to ensure a timely response for enrollment into the program.

Application and Assessment
HOR | K2dzaAy3a FyR aSNWAOS
GKS NBalLRyaroArfAle 2F (K
strive to serve those most in need.

3 ¢ LINE I
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Need for Housing

Assessing the need for housing and identifying an appropriate housing intervention is the key purpose to
housing coordination and advocacy. The assessment process is critical in identifying the immediate
needs of the client in order to stabilize them and allimwlonger term planning. During the assessment

and certification appointment the project sponsor staff should follow these basic guidelines:

SNATe (GKS OfASydiQa OdaNNByild K2dzaSK2f R O2YLRaad
SNATFTE OftASydQa G20l f K2 dza/SritehddRumienfayfotizl £ Ay 02 Y S
Confirm the HIV positive certification.
Secure a signed and specific release of information (ROI) form from all adult household
members.
Secure a completed and signed Client Participation Agreement.
If documentation is missing, gext sponsor should give the client a specific period, such as
FAFGSSY 6mMpl0 RIE&& Ay 6KAOK (2 RSEtAOGSNI GKS R2Od
it should be scheduled at that time.
Address immediate need for shelter, food, clothing or heedire.
Identify potential client barriers to finding or maintaining stable housing.
i. Work in collaboration with all other service providers involved with the client to assure support

linkages and develop a preliminary Client Housing Stability Plan.

*
*

oo ow
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After the assessment and certification has been completed, and the client has been accepted for
HOPWA services, the project sponsor staff should create or maintain all documentation in an orderly
manner in a client file.

Issues and Barriers to Housing Stalyilit

Projects sponsor staff should be sensitive to, and attempt to proactively recognize, issues that could
fSFR G2 2NJINB OldzaAy3a | Ot ASyiuQa K2dzaAy3a Ayadloai
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all other service providers (as deemed neeegsinvolved with the client to identify potential issues and

OF NNASNAE NBfFdAy3a (G2 AYRAGARIZ t Of ASyiQa K2dzaAy3
sponsor staffs and medical or care case managers are not one in the same, H\agagers perform
AYTMRSLIIK LAe@OK2a20Alt FaasSaavySyiazr oKAOK AyOf dzRS
housing plan, related to the disease, mental health and/or substance use and the provision of such

related care and treatment. They can provifllK S t N2 2SO0 aLRyaz2N) adl FF 6AGK
NEfI GSR FFOG2N&E GKFG Y& 0S02YS | oF NNASNJ G2 GKS
barriers might include:

f CFEAfdzZNBE G2 YI1S GAYSteé K2daAAy3InNBfIlGiSR LI &ySyi
1 Poor money managemenk#is.
f S5SGSNA2NI GAY3a KSIfGK &dzOK & 1 L+nNBfIFGSR FI GA3
T ' YONBFGSR 2N dzy RSNIGUNBIFGSR YSyidalrf AffySaao
9 Lack of life skills for independent living.
9 Disruptive behavior resulting in loss or damage to property and disturbance of neighbors.
1 Familyviolence histories.
M Criminal histories.
1 Lack of credit.
1 Lack of documentation of U.S. citizenship or legal residency status (for most federal benefits).
In order to qualify for STRMU, clients must demonstrate the following:
T 58Y2yaiN) GS [ ftdRolpyha Prémsasl £ wA I K
1 (When applicable) Demonstrate Manufactured Housing/Mobile Homes/Trailers is permanently
attached to ground with utility and sewer connections, as well as compliant with local
guidelines.
1 Demonstrate Circumstances Creating Findrdesed.
1 Demonstrate Expense to be covered by HOPWA STRMU Program.
{K2NIm¢eSNY wSyds= a2NI3lFr3asSs yR ! GA

Authority and Funding

{SOGA2Y ypy 2F (GKS !'L5{ 12dzAAYy3 hLILRNIdzyAae ! OG o
Oppoti dzy AGGASa F2NJt SNA2Yya GAGK !'L5{ 61 ht2!0 Fdzy Ra 7Tz
(STRMU) payments to prevent the homelessness of a tenant or mortgagor. The U.S. Department of

Housing and Urban Development (HUD) Office of Community Planning andjwegat (CPD)

administers the HOPWA program through the Office of HIV/AIDS Housing (OHH) and local HUD Field
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Offices. The HOPWA regulations implementing STRMU are found at 24 CFR 574.300(b) and 24 CFR
574.330.

Description of STRMU Assistance Program

Thegb t 2F {¢wa! FFtaaAradryoOS dzzyRSNJ GKS | ht2! LINRPINIY
interventions to HOPWA qualified households experiencing a financial crisis as a result of their HIV/AIDS
health condition or a change in their economic circumstancesM8T&ssistance is a preventive housing
intervention intended to reduce the risks of homelessness, and when utilized together with other

HOPWA efforts, including access to health care services, case management, benefits counseling, and
employment or vocatioal services, works tstabilize assisted households.

l'5 aS8S1a G2 F2aGSN) f2y3aIniSNY azfdziAzya (G2 K2dzaAy
K2dzaAy3a FtaaradlyOoSe {GFryRmlf2yS {¢wal! FaaraialyosS

solu2y F2NJ Fy dzyaidloftS ftABAY3I I NNIy3aASYSyid dzyf Saa 02
DN} yiSSa INB SyO02dzaNy 3SR G2 O22NRAYIFGS NBfIFGSR K2 dz
these households and provide access to other permanensing options for HOPWA qualified persons

and their familiesas appropriate.

LYRADGARdzZE f K2dzaAAy3d FyR aSNBAOSa LXIya AyOfdzRRS Iy
SadlotAaKYSyid 2F t2y3ISNIiSNY 32| fteaitheSeydhls Shkukl I-ééxé"
Ay @2t @3S STF¥2NIla (2 NBaidi2NB aStfTnadFFaAO0ASyOesr RS@S

public benefits, and/or enhance educational attainment, vocational rehabilitation, or life skills needed

for future independencdérom housing support. Individual housing and services plans also serve as
documentation that grantees and project sponsors have met the requirgfrii. F2 NJ 2y n3I2Ay 3 | &
of housing assistance and supportive services, as required under 24 CFR 5&t860.334 provides

further discussion on individual hoagi and services plans.

STRMU assistance is an eligible activity undeheHOPWA Program. The STRMU assistance program
serves persons who require assistance with rental, mortgage, and/or yiitgnents on an emergency,
AK2NITTGSNY olairad ¢KAa |aaradlyOoS vYIre Ffaz2 oS I LILJ
{¢wa! A& GAYSTMEAYAOUSR K2dzaAy3d FaaradalryoS RSaadaySR
stability. The goal of the progm is to prevent qualified tenants or mortgagors from becoming homeless
as a result of temporary financial pressurés

The amount 6f assistance varigsrcclient depending .on
funds available, tenant need, and program guidelifidss program is not intended to provide
continuous or perpetual assistanc&TRMU payments are likely to create only a temporary solution for
an unstable living arrangementunies O2 Yy SOG SR G2 | f2y3andSNY | 2dzaAy3
0KS K2dzZaSK2ftR® t23aA0A0S f2y3aIniSNY STFFSOlé oAttt 27F
O2yySOG G2 f2y3andSNY adzZli2 NI o
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needed through verifiable documentation demonstrating that circumstance(s) beyond the control of the
applicant has resulted in the inability to meet their current financial obligations. Documentation must
confirmthatk LILX A OF y (i & NeN&arebidedgtswittlyad RIIV/AIDS diagnosis, and that they are

the named owner of mortgaged real property, lease holder of a rented/leased unit, AND/OR named as

the responsible party for utility payments. Assisted persons wil ladsrequired to participate in a

Housing Plan of Care. Additionally, per HUD standards, applicants and providers must look to other
K2dzaAy3 LINBINIYa 2FFSNAY3I f2yaAniGSNY K2dzaAy3 | aaAa
assessment indicates thattlé or no improvement of the "conditions" that caused the financial burden

Aa fA1Ste@ RdNAYy3I 2N FFGSNI GKS wmmeSS]T 0SYySTAG LISN
the qualification determination to measure whether a person would ble & maintain their current

housing arrangements followirggsistance under this program.

STRMU Program Qualifications

{¢wa! Aa RSaAIYSR (2 06S I aAK2NImiSNXY>X ySSRamol &SR
to the general HOPWA qualificatioequirements, the applicant must demonstrate through verifiable
documentation the following criteria in order to receive STRMU assistance:

1. ¢KS FLILX AOFyiQa AyO02YS O6AYy IRRAGAZY (2 GKS NBI
income for the service argay b S@F RIF0 Ydzad Ay Of dzZRS 2ym3a2Ay3d &z
sufficient to meet rent or mortgage obligation, and utility payments as determined under the
| 2dzaAy3a {StFn{dZFFAOASYyO& {{l yRINR®

2. The applicant must betenant on a valid leasdor property or bethe owner of a mortgaged
dwelling in which they reside. The client must be currently housed (homeless individuals are not
gualified for STRMU assistance). The client must be able to document that he/she has a legal
right to occupy the premises, or has pemsibility for the utility paymentNOTE: In the case of a
family unit where, for example, a spouse or minor has an HIV/AIDS diagnosis and resides in the
dwelling to be assisted but is not named on the lease, mortgage, or utility account, then
documentaton of the household composition that describes the relationship to the person
named on the mortgage, lease, or utility account must be provided (e.g., marriage or birth
certificates, legal guardianship papers).

3. The applicant has or is experiencitigcumstance(s) beyond the applicant's contrthat has
resulted in an inability to meet rent, mortgage, and/or utility obligations in spite of ongoing
income source(s). The client must demonstrate he/she does not have the resources to meet
rent, mortgage, or utility payments; and, in the absenceTiRBU assistance, would be at risk
of homelessnes®NOTE: Documentation of a default or late payment notice is not required; the
client can provide copies of bank statements and bills to demonstrate need.
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4. t SNA2ya NBOSAGAY3I | &anrasedRéntl AdsiktiieedEBRA) briother | ¢ Sy
federal, state, or local housing subsidy program are not qualiffed assistance under the
STRMU program.

{¢wa! A& RSaAIYSR lFa | &aK2NInGSNXYzI ySSRanolaSR Ay
potential STRMUduseholds must meet all three of the following criteria in order to receive STRMU
assistance:

1. A household must meet the two basic HOPWA program qualification criteria:
a. A household must have at least one person verified to have an HIV or AIDS diagnosis;
and
b. The total household income must be at or below 80 percent of the area median income
(AMI), as defined by HUD.
2. A household must have legal residency in housing and/or be responsible for utility payments.
4. A household must demonstrate need for the assis&anc

The three qualification criteria for HOPWA STRMU assistance, including basic program qualifications
(diagnosis and income), legal residency in housing, and demonstrated need are described in more detail
in the following sections.

|l L+ FyR [ 2tastLy O2YS {0

To receive STRMU assistance, a household must meet the HOPWA program qualification criteria. The

l ht2! NB3IdA FGA2Y RSFAYSE& | ljdzZ t AFASR LISNRBR2Y | & al

2NJ NBfFGSR RAaSIFaSa o¢K2 KASA LBS NE22gy Qhay OF2F YYSA £ A8YER AOGHANR dizlC
GFFYAtE@E Aa RSTAYSR a a2yS 2NJ Y2NB StA3A0fS LISNA
actual or perceived sexual orientation, gender identity, or marital status, who are determined to be

impoNIZi F yd (G2 GKS StA3IA6ES LISNA2Y 2N LISNE2yda OF NB 2
of any family described in this definition who were living in a unit assisted under the HOPWA program

with the person with AIDS at the time of hisorherdéathé Hn / Cw pTn®o0®d [ 26mMAYyO2

household income at or below 80 percent of the area median income (AMI) as defined by HUD.

A household whose sole member living with HIV/AIDS is a minor is qualified for STRMU assistance. In
this situation, writen verification indicating that an adult member of the household has legal custody of
the minor child must be obtained and maintained in the file and the entire household income must be
taken into consideration for purposes of income qualification. Theomehild must reside in the

household at least 51 percent of the time. In this situation, the adult would be considered the head of
household of the family, but the minor child is the qualified person that qualifies the entire household
for assistance.

HORVA grantees and/or project sponsors must maintain documentation that the qualified person
receiving assistance is HIV positive or has a diagnosis of AIDS, as determined by a health professional
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competent to make such a determination. Sufficient documenptatvidencing such determinations
AyOf dzZRSa R20dzYSy Gl A2y NBadzZ GAy3 FNBY F LIINBLINRIEF GS
counseling center, or community health center.

Documentation must also confirm that the qualified person and his/heiilfahave a household income

that is at or below 80 percent of area median income, as published by HUD on an annual basis
(http://www.huduser.org/portal/datasets/il.htm). Documentation must inede periodic updates to

AYyO2YS AYTF2NXNIGA2Yy® | ! 5Q4 /t5 LyO2YS 9f AFA0AfAGR
(https://www.hudexchange.info/incomecalculatgris available to assist HOPWA grantees and project
sponsordn determining and documenting household income qualification. Links to these resources are
provided below.

Housing Status

Qualified STRMU households must be residing in housing where they are either a tenant or mortgagor.
STRMU assistance is designetietp homeowners and renters remain in their current residence. As

such, STRMU assistance may not be provided to assist homeless households or households moving into
a new housing arrangement.

STRMU assistance may be provided in shared housing arrangentestes two or more unrelated
K2dzaSK2f Ra tAQS G(23SHKSNXY Ly aKFNBR K2dzaAy3 aaiidz
entire household income, would be included in income and assessment calculations.

STRMU assistance can be used to assisifigahindividuals who have a lease haming them as a tenant,
but who live with an adult family member if one of the following two conditions is met:

1. The qualified person lives with an adult family member and the entire household is assisted. In
thiscase,ff K2 dzaSK2f R AyO02YS A& AyOfdzRSRXE YR (KS !
income qualification guidelines and STRMU evidence of need requirements.

2. ¢KS ljdzh f AFASR LISNE2Y Aa NBYyUGAy3a | dzyAldGkNR2Y TN
I 002 Y'Y 2 ksldéieknfingd necessary for the client. Due to the reasonable accommodation
determination, the family's income is not counted in determining the qualification of the person

living with HIV/AIDS for STRMU assistance payments.

Evidence of Need

STRMU assigfaOS A& ySSRamolaSR yR AYyGSYyRSR (2 o0SySTAd
experiencing a financial crisis arising from their HIV/AIDS health condition or a change in economic
circumstances. To be qualified for STRMU assistance, households must deeathsit they do not

have the resources to meet their rent, mortgage, or utility costs and that they would be at risk of
homelessness in the absence of STRMU assistance.
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When a household is unable to make payments for monthly housing costs, STRMU essistgrbe

used for costs that are not covered or reimbursed by other available resources. STRMU providers are
NEBaLRyaArAotS F2NJ OSNATFeAy3d yR R20dzyYSyidAy3a | LI NIA
housing payments. The STRMU provider should &sse§ K T (G KS K2 dzaSK2f RQa ySSR:
that other resources such as household income are not reasonably available to pay the housing costs,

and that STRMU assistance will alleviate the payment delinquency so as to avoid the eviction and result

in, at least, temporary stability for that household. The STRMU provider should also ensure that the
K2dzaSK2f RQa 2ymnm 3JI2Ay3q K2dzaAy3d ySSRaA INB FaaSaaSR
housing and services plan for the household.

STRMU praders should establish a reasonable basis to quantify and verify the need for STRMU

assistance. Examples include:

1 Arecord of actual monthly bills for recurring costs, and evidence of the limited nature of
household income along with limited availableditial resources (i.e., balance on bank
accounts).

1 Anassessment of "need" that includes a variety of elements such as current, previous, and
FdzidzNB Y2y iKU& FAYIFYOALf aAaddd GAzys SYLX 2eYSyli
conditions.

A howsehold budget review of these costs and assessment of inability to meet such costs should be
completed by theproject sponsor staff Y R R2 OdzYSy i SR Ay GKS K2dzASK2f RQa

Documentation in the form of a default/late payment notice is not required to dertrate housing

YySSR® ! 4GS LI e&YSyd y2A0S Aa 2yfte 2yS 2F (GKS YS
need for STRMU assistance. Other ways to verify need and amounts owed include documentation of

utility, mortgage or rent payments due and/or tsato the utility company, landlord, or Mortgage

Company prior to a late payment notice being issued, which could potentially help avoid added late fees

as additional costs.

5SY2Y&a0GNF OAy3 /ftASYydQa [S3AFE wAaadKaG G2 hOOd
The client must be abl® document that he/she has a legal right to occupy the premises, AND/OR has
responsibility for the utility payment. Examples of acceptable documentation are as follows:

1 Rent paymentgrent is associated with a lease on property owned by a third par@Gjgnt must
be named tenant under a valid lease, or referenced in the lease as occupant of the premises.
The rental or lease agreement lists the applicant and other household occupants (copy of which
also serves to verifijevadaresidency).
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1 Mortgage payments(mortgage is a loan from a bank to pay for a housg)ient must
demonstrate that he/she is owner of mortgaged real property (mortgage, deed of trust, title
insurance policy; copy of which also serves to védyadaresidency).

9 Utility paymentst Client mst have account in their name, or proof of responsibility to make
utility payments (copies of money orders, cancelled checks, receipts).

Clients who have prior criminal histories, poor credit, or lack of rental history often do not have leases or
utility accounts in their name; however, they are responsible for paying the housing expenses. Utility
bills that are not in the clients name may be paid with state HOPWA funds provided utilities are where
the client resides, and payment is due or overdue. If thgligant is a minor, documentation of the
relationship to the person named on the lease, mortgage, or utility account must be provided.

Assistance for Manufactured Housing/Mobile Homes/Trailers

Assistance can be made to clients who live in manufacturesing/mobile homesi/trailers in limited
circumstances:

1 Arent, mortgage, or utility payment must be the basis for the assistance, and an applicant must
provide documentation of the payment/expense.

1 The home must be permanently attached to ground withity and sewer connections, as well
as compliant with local guidelines for manufactured housing/mobile homes/trailers.

1 Lot mortgage/rent and manufactured housing/mobile home/trailer mortgage/rent may be paid
with STRMU assistance for they both are afisidered part of the mortgage or rent/lease.

Manufactured housing/mobile homesitrailers with wheels (capable of being relocated) are considered
personal property, and therefore are not qualified for STRMU assistance.

Demonstrating Circumstances Creattiigancial Need
Examples of Circumstances beyond Applicant's Control

The applicant is unable to pay rent, mortgage, and/or utilities at the time assistance is requested
because:

1 Applicant is unable to work due to recent hospitalization, and therefore rededignificantly
less pay and is unable to cover expenses;

9 Applicant had to recently purchase unexpected costly HIV medications, or pay for unexpected
medical expenses out of pocket;

1 Applicant was not hospitalized but was too ill to work in the recent pasbrding to a
physician's statement, and the applicant did not have a salaried position where sick and annual
leave was accrued;
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1 Applicant left employment, has been declared presumptively eligible for disability benefits in
writing, and is pending commeement of benefits; or

1 Applicant has attempted, but has been unsuccessful, in collecting child support legally owed to
the applicant.

Examples of Circumstancést Beyond Applicant's Control
The applicant used their limited income to:

Make payments on aahicle beyond their means;

tre& FT2NJ SEOSaaArgdgsS t2yanRAaiGlyO0S GStSLK2yS OF f ¢
Purchase illegal drugs;

Purchase frivolous or financially excessive items; or

1 Pay traffic citations; or court, restitution, or probation costs.

= =4 =4 =4

Or the applicant is expecting HOP\té/be an entitlement to cover all housing costs.

Allowable Expenses

STRMU can temporarily cover a set amount up to 100% of an overdue (payments in arrears) and

ongoing rent, mortgage, or utility payment; and is intended as a bridge to more permhoasing
a2fdziAzyas adzOK Fa 260GFAYyAy3a t2y3IndiSNY NBydlf | aa
K2dzaSK2f R NBaz2ft @S || aK2NImdSNY ONRAA&ASDP ! f GK2dzAK {
a portion of the rent, mortgage, or utilityilh it should not be used to relieve the household

responsibility for their rent, mortgage, or utility payments if they have some ability to contribute. The
completion of the Client Budget Worksheet and the Worksheet for Calculating the Maximum Subsidy fo
wSaARSY(d wSyidkaz2NI3F3IS tle&YSyd Attt ARSyGAFe GKS
F@FAftrofS AyO2YS (2 2FFasSi GKS /[ 1 ht2! tNRBINFYQa
required however, the client is encouraged, not required¢omtribute the portion indicated on the

form.

In general, STRMU should be used for reasonable and actual housing costs that a household cannot

cover due to a crisis and a lack of other resources. STRMU is not intended to provide regular monthly

relief to households in situations that are not financially manageable under normal circumstances. If a
K2dzaSK2f R Aad fAGAY3I AYy | dzyAld GKIG A& y20 y2NXYIff
assistance (HOPWA or other) would be a better solution 8iIBRMU assistance.
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Rental Assistance

To be qualified for rental assistance, households must have a legal right to reside in the unit and prove
responsibility for paying the rent. Satisfactory evidence of tenancy includes a lease naming the tenant as
the leaseholder or a qualified household occupant, or a default/late payment notice that identifies the
gualified person or a resident member of the family as a named tenant under the lease. As a general
matter, if the qualified person is not named on a vadidde either as a tenant or an authorized

occupant, the person has no legal right to reside in the unit and is therefore not qualified for STRMU
assistance.

While an oral lease for less than a year may be valid in some states, most states require deasiten

to establish a legal tenancy and HOPWA adopts this clear standard. This position is also consistent with
other HUD rental assistance programs, which require such documentation (e.g., HOM&)dCoC,
HousingChoice Vouchers). As a practical matter, majfuiring a written lease for households in rental
situations may leave grantees in a vulnerable position in documenting STRMU assistance payments
during audits and reviews.

Please note that STRMU rental assistance must be reasonable, and representhagsirad) costs.

Unlike other forms of HOPWA assistance, tenants are not required to pay 30 percent (30%) of their

income towards the rent or mortgage payment. However, if they are able, clients should pay a portion

of their housing costs as any portionRai 60 8 (G KS (Sylyd R2Sa y24 O2dzyi I 3
benefit ceiling. Also, late fees, reconnect fees, and other penalties may be paid if, in the event of

nonpayment, the household is at risk of eviction or loss of housing.

Mortgage Assistance

To be galified for mortgage assistance, the qualified person must demonstrate that he/she is the

resident owner of mortgaged real property. Satisfactory evidence of ownership of encumbered property
includes: a deed accompanied by a mortgage or a deed of tronstiregage or deed of trust default/late

payment notice which identifies the qualified person or a resident member of the family as the property
26yYSNKRSOU2ZNT 2NE | @FfARYI OdzZNNByidfenRFGSR GAGE S
residentmember of the family as the property owner/debtor. STRMU providers should complete a

careful assessment and an individual housing and services plan to determine that a household is able to
YEAYOGFAY LI eYSyda 2y Y2NI3l 3 SperbdeddS.N) 6§ KS aK2NIndS

STRMU mortgagassistance payments may include costs for property taxes, insurance, and condo fees
in some situations. Most homeowners are required to pay property taxes, mortgage insurance
premiums, and/or fire and hazard insurance premiwmsart of their monthly mortgage payment. For
example, the Federal Housing Administration (FHA) requires that a homeowner's monthly payment
include property taxes, special assessments (if applicable), flood insurance (if applicable), and fire or
other hazard insurance premiums in addition to principal and interest (see 24 CFR 203.22 through
203.24).
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These additional charges are held in escrow for payment by the lender on behalf of the homeowner.
Other forms of financing allow a mortgagor to pay for taxesyrance, and condo fees separately. For

the purposes of STRMU assistance, to the extent that taxes, insurance, condominium fees, or other
building operation costs are included in the monthly mortgage payment either by federal regulation or
the terms ofthe mortgage, these expenses are qualified to be included in STRMU mortgage assistance
payments. STRMU mortgage assistance for taxes, insurance, or condo fees that are not included on the
monthly mortgage statemenrdre, therefore, not qualified.

Other forns of assistance, such as homeownership programs, may provide alternative forms of support
for costs not included on the mortgage payment statement. Alternatively, grantees may limit the
mortgage assistance payments to only the principal and interest paigifetie grantee would like to

adopt a local standard that gives every recipient of its program the same level of assistance, irrespective
of whether other escrow items are included in the borraiganortgage payment statement.

STRMU mortgage assistan@yments may include costs related to second mortgages. As a general

matter, a second mortgage represents a lien on real property. Defaults on mortgages (e.g., nonpayment

of loan(s), lapsed insurance, unpaid property taxes, among others) may lead resafareclosure

YR S@AOlAZ2yd {¢wa! |aaraidlyOS LINPOPARSa aK2NImidSN.
first or second mortgages) to eliminate the threat of homelessness for an adequately housed qualified

person.

Please note that STRMU rehtessistance must be reasonable, and represent actual housing costs.

Unlike other forms of HOPWA assistance, tenants are not required to pay 30 percent (30%) of their

income towards the rent or mortgage payment. However, if they are able, clients shoull partion

2T GKSAN)I K2dzaAy3a Ozaida a Fye LRNIA2Y LIAR o0& (GKS
benefit ceiling. Also, late fees, reconnect fees, and other penalties may be paid if, in the event of

nonpayment, the household is at risk of diga or loss of housing.

Utility Assistance

To be qualified for utility assistance, an applicant must reside in the unit legally and have an account in
his/her name with a utility company or proof of responsibility to make utility payments, such as

canceled checks, money orders, or receipts in their name from a utility company. Individuals who have
prior criminal histories, poor credit or lack of rental history often do not have utility accounts in their
name; however, they may be responsible for payimgse housing expenses. Such households must
demonstrate proof of responsibility to make such payments by documenting a haftomgking

payments and should not be excluded from receiving STRMU assistance based on the utility account not
being in their nara.

The HOPWA program may only pay basic utilities, meaning electricity, gas, and water. Hookup fees and
deposits are allowable expenses; however, they should be paid with HOPWA funds only after all other
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funding alternatives are exhausted. Late fees, rexm fees, and other penalties may be paid if, in the
event of nonpayment, the household is at risk of eviction or loss of housing.

Demonstrating Expense to beveredoby HOPWA STRMU Program
Verifiable documentation of applicant expense to be covered ®PWA program STRMU assistance is
as follows:

1 Monthly mortgage statements or lease/rental agreements.

0 In order to determine MORTGAGE REASONABLENESS, a description of the portion of the
property being used by the applicant (when household income is notdadland is
roommate/shared housing) and an estimate (in percentage) of the amount of space
used by the applicant must be considered. Payments will be based updoctdedPHA
payment standardvalue for the area.

A Example: An applicant is living with his/lparents or roommate. Their
mortgage is $950 per month on a 3 bedroom home. They have a written
agreement with the applicant to pa250 per month. In order to qualify, the
lht2!m OSNIAFTASR AYRAGARdAzZ f g2dzdZ R &2t A0,
bedroam, a bathroom, shared kitchen, shared laundry, shared living room). This
A& FLIINPEAYFGStE nw: 2F GKS K2dzaS 02y &l
divided by 12 possibIHR 2 ¥oqQal 42%. Therefore, since 42% of the $950
mortgage is $399, they are chargiageasonable amount.
1 Default/late payment notice for rent, mortgage, or deed of trust; or certified letters from
landlords.
1 Original copy of utility bill, or default/late/overdue payment notice for utilities showing period
of service rendered.

Costs NoAllowable

STRMU assistance cannot be provided to households receiving rental assistance for the same period of
time from HOPWA or another federal, state, or local housing assistance program. For example, a
household with a Housing Choice Voucher (commuaaflsrred to as a Section 8 voucher) or other type

of rental assistance is not qualified for STRMU assistance to cover the portion of the rent that the
household is responsible to pay.

STRMU assistance is established in statute to prevent a household é@ming homeless and,

therefore, can only be used to prevent eviction from or the loss of a housing unit that is occupied by
gualified persons. Accordingly, STRMU can only be used to assist someone currently in housing as an
intervention to prevent homelemess. STRMU assistance cannot be provided to a household that is
homeless. STRMU assistance may not be provided to assist households in moving into a new housing
arrangement. STRMU assistance may not be used for moving assistance, security depastts, or fi
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However, these costs are eligible as permartanising placement (PHP) costs.

In addition, STRMU mortgage assistance may not be used for the following activities: support for an

open line of credit or loan that was secured by the house; taxes and insurance paid separately after the

first or second magage is paid in full; assistance for payment towards personal loans or credit debts

secured against the unit; assistance for a second mortgage when the first mortgage payments are not
OdZNNBYGT 2N R2gynll e@YSyd Faaraaidl yoS (G2 &dzllll2 NI Lldz

Futhermore, household supplies, furnishings, automobile/transportation/car repairs, and basic

phone service costs are NOT eligible under STRMl$ome situations, a grantee may determine that
their HOPWA programs will allow reasonable costs for basic pbemvéces that are determined

necessary to assist a household in accessing services, such as maintaining consistent and accurate
participation with medical treatment protocols, care or other essential supportive services as an eligible
cost under HOPWA spprtive services. Telephone expenses are not payable as a utility expense under
STRMU. However, such expenses may be covered as a supportive service expense in limited
circumstances.

Time Limitations for STRMU Assistance

The AIDS Housing Statute and HEgufation 24 CFR 574.330 set strict time limits for STRMU
assistanceAssistance may not be provided for costs accruing over a period of more than 21 weeks in

Fye pH ©$SS1 LISNAR2R 0 QlisduStR this striét tindedirBitgtiSrftidtiisi LISNRA 2 R€ 0
program assistance is limited to those who could otherwise afford to live in their housing situation after

GKS LISNA2R 2F |aaraidlyoOoS LINRPGARSR® LF |y | LILX AOIY
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of support.

21 Weeks of Assistance

The HOPWA statute and related regulations place limitatiomthe length of time clients may receive

{¢wa! FaaradlryOSe ¢KS aStA3aA06fS {¢wa! LISNA2RE Aa
period. STRMU assistance may not be provided for costs accruing during a period of time that exceeds

0 KS H mmddSSTRMULI®WNDRrS are, therefore, required to examine the periods of time covered

by rent, mortgage, and utility costs to assure that assistance is not provided in excess of the eligible
STRMU period.
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Defining the Eligible STRMU Period

TheCLWOPWA Program has selectbd method of STRMU providers establishing a unique eligible

STRMU period for each individual household based on the time period covered by the STRMU

assistance. Using this method, the eligible STRMU period begins on the date that the STRMU assistance
is first provided. The eligible STRMU period for a household would end 52 weeks after the first STRMU

0SYSFTAG &0GFNISR FOONHAYy3aId 'G GKS SYyR 2F (KAaA

for that household.

1 Example#l: A rental period of June 1 through June 30 is rounded down to four weeks. If

payment was made for 75% of agfici KQa NBy (iG> Al ¢2dzZ R 6S {NJ
Y2y iKQa NByil ¢2df R 0SS GNIO]JSR la g2 6SS]
one week. For example, if the monthly rent is $1,000, assistance payments would count as
follows: $1,000 of ssistance counts as four weeks, $750 of assistance would count as three
weeks, $500 of assistance would count as two weeks, and $250 of assistance would count as

one week.
1 Example#2: A utility period of May 7 through June 6 is rounded down to four weklgyment

01S
T

PHTS

was made for 75% of a utility bill, it would count as three weeks; 50% of a utility bill would count

as two weeks; and 25% of a utility bill would count as one week.
1 Example #3A rental period of May 1 through May 31 is rounded down to fourkged&he
utility period of May 7 through June 6 results in 25 days coinciding with the rental period;

therefore, a total of four weeks is counted in May for the payment of both rent and utilities.
1 Example #4If the utility bill had coincided with the Magntal period for less than 14 days (e.g.,

May 20 through June 19, equaling 12 days rounded up to two weeks in May), part of this

assistance (19 days) would be attributed to June as three additional weeks of assistance added

to the four weeks attributed tdMay for rent assistance. This rental and utility assistance counts

as a total of seven weeks of assistance.

1 Example #5 If the applicant receives assistance with rent back payments that are two months

in arrears, then the two months back payment for rent would be counted as four weeks each of

assistance; therefore, the applicant is only qualified to receive an additi@alkeeks of
assistance under the current time limitations of 21 weeks.

1 Example #6In the case of utilities, the period for which service was rendered and that the
client is receiving assistance to cover is counted. If the period of service providedneds tdu
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June 30 and July 1 to July 31, and payment is now due August 15, then the weeks of assistance
are eight weeks covering June 2 to July 31.

pHm2 SS]T t SNRAR2R
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monthly period that the first housing and/or utility assistance payment is made to the payee from the
applicant, including any overdue billgjqr to the date the applicant made the request, which also
establishes the beginning of the count towards the maximum number of weeks of assistance). The
applicant's period of qualification would end 52 weeks after the first STRMU benefit started acéuing
GKS SyR 2F G(KS pumsSS] LISNA2RZ (KS ySEG LISNA2R 27
1 Example #1If an applicant first receives assistance in August to cover two months of back rent
O2@SNRAY3A WdzyS FyR Wdz 83 GKSyYy (K Sveeksiofapsistanet (G KS
remain that could be provided through May 31 (assuming need for additi@ssistance is
demonstrated).
 Example#2Ly GKS OF&asS 2F G(KS dziAt AGASE SEFYLXS | 062¢
commence on June 2 and end 52 weeksrla
1 Example #3For an applicant that may require assistance with both rent and utilities, counting
aldl Nla ¢6AGK GKS SIENIASad RIFEGS 2F raaradlyoOoSo |
clock would start on June 1, and the weeks of assistanegdvan concurrently.

Need Must be Demonstrated for Prospectivessistance Exceeding Two Months

JfASYG NBIdzSada F2NJ LINE A LIS O b Bdthsiare 2oNdngedt Spudr | 2 & A & G

1 Continued need; and
1 Demonstration of progress in meetitgidget and housing plan goals set within the first 15 days
of assistance.

TheProject Sponsor staghall conductaWOa hb ¢1 Ch[ [ h2 mt} tto:! {{9{ {a9b¢

1 Review efforts made by the client;
1 Determine continuing need; and
1 Identify additional housing goals fdn& remaining period of assistance.
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For any additional assistance received during a STRMU program period, HOPWA project sponsors and
their clients are required to reassess the need for assistanceM@dTHLasis.

Amount of Assistance

Although STRMU astince does not require the client to pay a portion of the rent or utility bill, STRMU
FaaAradlyOS Ydzaad y24G 0SS dzASR (G2 NBtASO®S GKS K2dzaSK
absence of inability to pay. If a household is capable of payimg €6 their rent, mortgage, and/or

utility costs, STRMU providers may determine an appropriate household contribution amount through

the completion of the Worksheet for Calculating the Maximum Subsidy for ResidenMRetgage

Payment Such determinationimit STRMU assistance to the difference between the amounts due and

the amount the household is able to pay. STRMU providers should document any payments or

contributions made by a household towards their rent, mortgage, and/or utility costs. This erthate

the full amount due is paid, and avoids partial payments that may le&d@oA OG A2y a 2 NJ dzi A f A

For example, through the assessment process, a STRMU provider might determine that the client is able

to pay $200 of their $800 rent (equal todfathe total). For the purposes of tracking, the amount of

weeks or period of assistance used would be only for the part of the monthly housing costs assisted by
STRMU. In this example, % of the month or three weeks of assistance would count towards the
h2dzaSK2f RQa G2GFf StA3IA0ES {¢wa!] LISNA2R® Ly GKAA ¢
decreases the amount of time that counts towards the eligible STRMU period. If the household had a

need to apply again for STRMU assistance within the same 92 pegiod, that household would have

more time remaining in its eligible STRMU period than if the household had not made any contribution

towards the rent previously.

Development of the Housing Plan of Care

STRMU providers must document the appropriater@gsroviding STRMU assistance for each assisted
household. Ongoing assessment of the housing assistance and supgertnees is required by 24 CFR
574.500. These requirements should be met through a housing needs assessment and the development
of a Howing Plan of Care feach STRMU assisted household.

The Housing Application and Assessment is intended to provide information to help achieve housing
adrFroAfAde YR Aa |y 2LIRNIdzyAde G2 O02ftfSO0G |a YdzO
preferences, and challenges. This information helps inform the development of a Housing Plan of Care

and the services that are subsequently provided.

¢CKS 1 2daAaAy3 tftly 2F /I NB akKz2dZ R R20dzySyid | K2dzaSK
servicemeeded to achieve those goals, outline what assistance will be delivered and who will deliver it,

87



and include an estimated timeline for achieving goals. All Housing Plans of Care should be démeloped
anappropriateproject sponsor staff person.

Within15RIF @ a 2 F (G KS & ( btande, the Fecigiekt2withithe ihé&phovProfeét Spbnsor staff

will develop and commit to an inddualized Housing Plan of Caréhe primary goal of the Housing Plan

of Care is to assist the recipient in maintaininB @ LISY RSy 0S FTNRBY |1 ht2! i (KS
limited assistance. The Housing Plan of Care will address the following financial aspects:

1 Assisting the recipient to plan and budget their finances; and
1 Encouraging the recipient to get additional mortgage cseiimg (if applicable), and other credit
or financial counseling.

In addition to the financial aspects, alternatives to HOPWA services should be explored and include, but
are not limited to:

1 Exploring lower cost housing options.

Exploring housing optionsithi family members.

Exploring locations close to family members for increased family support.

Seeking other public assistance housing programs.

Moving to a community where the recipient has a support network, and/or access to affordable
and available housg.

= =4 =4 =4

Documentation of efforts to help the clients to maintain affordable housing must be maintained in the
client's file. The HOPWA project sponsor reserves the right to refuse further assistance if the recipient
does not demonstrate an effort to implemeatl or portions of his/her Housing Plan of Care.

For more information, the HOPWA Rental Assistance Guidebook
KOGG1LJAYKKG 66 DPKAZRSEOKI yIS by Fak NBAS ANIBB GH R R KB ¢18 &k
depth discussion on developing Housing Plans of Care in Chapter 3.

Provisions and Limitations
1. HOPWA funds are provided to those meeting program qualificationshasihgle client can be
guaranteed receipt of asistance.! LILJX A OF yia F2NJ aK2NIndSNY | aaia
gualifications will be served according to t6& VHOPWA Program Policies and Procedures.
2. This prograntannotprovide emergency housing assistance to persons who are homeless or

ry. .

L
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need assistarfs ¢A UK Y2@SmAy O2adad |5 IdARSEAySa aidl

residents with an HIV/AIDS diagnosis; and that they are the named owner of mortgaged real
property, lease holder of a rented/leased unit, or named as the responsible partyilityr u
LI 8YSydaod ¢KS&AS !5 3FdZARSEAYSa Ffa2 LINPKAOALU
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https://www.hudexchange.info/resource/2818/hopwa‐rental‐assistance‐guidebook/

3. Financial payments on behalf of the client shall be mdidectly to the landlord, mortgagee, or
utility company. The HOPWA project sponsor nrat make payment dectly to the client or
make cash payments of any kind, including checks made out to cash.

4. TheCLWOPWA Program may not make payment of more than the actual cost of rent/lease,

mortgage, or utility. Condominium and/or association fees can be includeditgage

assistance. Property taxes not included as part of the mortgage payment may not be paid with

HOPWA funds. Financial planning is included as part of the monthly assessment. Any available

or residual funds available to the applicant should be inalluae part of the client goals to

establish permanent housing stability.

TheCLWHOPWA Program may only pay basic utilities (meaning electricity, gas, and water).

6. HUD rent standard and utility guidelines dot apply to rent or mortgage assistance under this
STRMU program; however, STRMU assistance is intended to assist households remain in their
own dwelling independently. If a dwelling is not affordable, based on the household's income,
efforts should be mad&o assist the household in locating more affordable housing rather than
providing ongoing STRMU support for housing that not sustainable.

7. Applicants shoulaot rely on this assistance as it can be denied, or delayed or denied for
reasons beyond the controlf the program. The applicant should budget their finances
accordingly, and pay rent or mortgage on time if at all possible and regardless of the status of
the application to avoid receiving eviction or default notices.

o

Suitable Housing Units

As part ofthe assessment process for STRMU, providers should ensure that housing supported with

STRMU assistance is safe, decent, and sanitary. In order to expedite payment and prevent

homelessness, a housing quality standard inspection is not required initiallyfo8 dza S 2 F GAYSmf
{¢wa! FaaAradalryoSe 126SOSNE |1!5 &adNRy3ate NBO2YYSYR
ddzLILIR2 NI SR K2dzaAy3 YSSG I ht2! Qa KFEoAdGlFroAftAGe &adlyR
observed deficiencies noted in an individbalusing and services plan are addressed appropriately. If
providersassess that a STRMU applicant or assisted household is residing in substandard housing, the
individual housing stability plan should seek to address any unit deficiencies or move tihéoclien

K2dzaAy3a GKFG YSSGa 1 ht2! Qa KFEoAGlroAftAGe adlyRIFNRA
local housing standards.

[ SFRmolF&SR LI AYGE NBIdZANBYSYyGa R2 y20 L& F2N {¢

The STRMU assistance is lasting 100 or feamasecutive days;

¢KS FaaArAadagSR dzyAld A& | T SNRPMOSRNR2Y dzy Al T
The household does not have members who are pregnantechildren under the age of, @r
The housing was built in 1978 or after.

= =4 =4 =4

[ SIRmoll &SR LI AYG NBldzZANBYSyida R2 FLILXe& F2N {¢wa

89



1 The STRMU assistance is lasting more than 100 consecutive days;
1 The housing was built before 1978; and
1 The household has members who are pregnant or are children under the age of six.

LY fSIFRmolaSR LI AYid NFBIj dza NB Y Scaiibe providitdffodtiat uiikK Sy 6 S F 2

1 A visual assessment for deteriorated paint must be done for the unit, the common areas
servicing the unit, and the exterior surfaces of the building where the unit is located.

T {GFFF Ydzald O2YLX SiGS ctoyrseeXaeNdey ateydlBwed t6 pekfofs G NI A y A
Gradzt FaaSaavySydaoe 11504 [SIRn. FaSR tFAyd =xAa
here: http://www.hud.gov/offices/lead/training/visualassessment/h00100.cfm

1 If deteriorated paint is identified by the visual assessment, it must be repaired along with the
building component underneath the surface finish, if that component is defective, and, unless
the amount of deterioratioris below a specified threshold, the repair work must be done using
f SFRm &1 FS $2N] LINYOGAOSAa FyR GKS I FFSOGSR | NB

1 Residents must be provided a lead hazard information pamphlet and a notice regarding the
deteriorated paint work and clearance results.

9 The grantee has determined that the cost of the deteriorated paint workbeifpaid by the
owner/developer/lead paint grant.

After STRMU assistance has been provided:

T hy3d2Ay3a tSIRnol &SR Lihcargdiatedvintoirefuilas hlildiyighoBeratodza (G 6 S
9 If any additional deteriorated paint is addressed, additional notice to residents is required.

For additional guidance, see the HOPWA Rental Assistance Guidebook, Chapter 5
KGOGLBYKKSGS PKAZRSEOKI YIS PAYF2KkNBE2dZNOSKHY My K K2 LIg I T

STRMU assistance can be provided to households who live in mobile homes, trailers, and motor homes

in some situatios. STRMU assistance payments are permitted in accordance with guidance established
F2NJ OKS 1T ha9 !'FF2NRIO6fS 1 2dzaAy3 LINRBINIY Ay !5 /[t
mobile homes, motor homes, trailers, recreational vehicles, and other likeleshwith wheels on the

ground, capable of relocating and not attached to the earth, are considered personal property and

therefore are not qualified for STRMU assistance. HOME guidance considers units attached to the earth

as "real" property (as in realstate). Such units must also be connected to permanent utilities and meet

local guidelines for mobile home housing. Households residing in attaelaégroperty mobile homes

that are connected to utilities and meet local guidelines are qualified to vecBITRMU assistance.

Space rental costs in a mobile home park are allowable STRMU assistance costs.
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Connection to Permanent Housing

l'a | AK2NImTOSNY AYyGSNBSyGAzy (22t {¢wa! | &aaa
assistance. Othery)S& 2 F f 2y InNGSNY LISNXYI ySyild K2dzaAy3a | &
household assessments indicate that little or no improvement of the conditions that caused the current
FAYEFYOALE 0dz2NRSY INBE fA1St& RdzNRARY INI2ANI yf FraliSINNM K S H
permanent housing assistance and/or programs include:
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https://www.hudexchange.info/hopwa

1 Housing Choice Vouctse(formerly Section 8)
http://portal.hud.gov/hudportal/HUD?src=/program_ offices/public _indian _housing/programs/

hev

T 1'5nm+SGSNIya $TF2dANEY J dILRNIAIB]{ | 0
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public indian housing/programs/
hcv/vash

9 Continuum of Care (CoBjogramhttps://www.hudexchange.info/programs/coc/

1 Public Housing
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/

1 HOME Investment Partnerships Progratips://www.hudexchange.info/programs/home/

9 Section 811 Supportive Housing for Persons Wigabilities Program
http://portal.hud.gov/hudportal/HUD?src=/program_offices/housing/mfh/grants/section811ptl

9 Section 202 Supportive Housing for tBkelerly Program
http://portal.hud.gov/hudportal/HUD?src=/program_offices/housing/mfh/progdesc/eld202

T [26nAyO2YS | 2 dziiph/Nh@.hudiuse. gol/Eh & Alidt. Btm

1 United States Department of Agriculture Housing Assistance
http://www.usda.gov/wps/portal/usdatisdahome?navid=HOUSING _ASSISTA

9 And other state and local resources, when available.

LF AG0 A& RSUSNWVAYSR GKIFG F {¢wa! nmradAdidSR K2dzaSK?2
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STRMU providers should seek to connect households to these resources. Households that were assisted

with STRMU are qualified to receive other types of HOPWA housing subsidy assistance, and

complementary HOPWA Supportive@ér OS &> AT GKFdG adaradlyoS g2dAZ R Y
need. Note that many available housing programs provide rental housing assistance and, therefore, are

not available to homeowns seeking mortgage assistance.

Rental assistance subsidy prograaaslress monthly housing costs, but may not provide assistance for
aSOdzNRGe RSLRaAGazr AyOfdzRAYy3 flLad Y2ydiKQa NByix
Placement (PHP) funding may be used for this purpose.
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Permanent Housing Placement (PHP)

Permanent Housing Placement (PHP) at 24 CFR 574.300(b)(7) is an allowable activity uGi&t the
HOPWA Proagm in which the goal is to help establigrmanent residence when continued occupancy

is expected. PHP may be used to compliment other forms of HORPWSMiy assistance. For example, it
can be used to adjust to changes in care needs by assisting persons transitioning from more supportive
settings and programs with securing alternative housing arrangements (i.e., it may be used to assist

AN ¥ oA A ¥ A @~
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Allowable Expenses

Eligible costs under PHP include services and financial assistance costs. Eligible PHP service costs include
services or activities designed to assist individuals or familiesating suitable housing, which at a

minimum would be referral to housing that is decent, safe and sanitary, subject to requirements

covering other assistance programs (if applicable). These may include:

1. Costs associated wiltOCATINGousing.
1 Housing reérral.
1 Tenant counseling.
o0 Understanding a residential lease and its obligations.
0 Mediation of disputes related to tenant/landlord issues that may arise.
2. Making moving arrangements.
3. Costs associated witALACEMENTM housing.
1 Application fees and credit chk expenses.
f CANRGO Y2yiKQa NByld FyR &aSOdNRAGe RSLRaAld oy?2
T hySmidAYS dziAftAte O2yySOGA2Y F¥SSa |yR LINROSaa
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Not Allowable Expenses
The following costs are not covered by PHP funds:

Moving ©sts.

Standard furnishings.

Housekeeping/housing supplies.

aAyYy2NI NBLIANBR (G2 (GKS dzyAld Faaz20AlriSR ¢6A0GK GKS
Smoke alarms.

Other incidental costs for occupancy of the housing unit.

= =4 =4 4 -4 =9
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NOTE: While the above items are not allowable as HOPWA costs fosststidhae, LEVERAGED FUNDS
2NJ 5hb! ¢Lhb{ YI& 06S dzaSR (2 I RRNFaa G4KS NBflIGSR Yy

Recovery of Deposits

Security deposits ar€LVHOPWA Program funds that MUST BE RETURNED to the program when the
assisted tenant leaves the unit. Project sponsors must maintain a record of all security deposits. Good
faith effort must be made to recover program funds upon the departure of the client the unit.

Additional guidance on PHP can be foundtabs://www.hudexchange.info/resource/1014/permanent
housingplacementservicesfact-sheet/

Transitional Housing Assistance (or Sfierm Supported Housing

Assistance)

Under 24 CFR 574.330, HOPWA funds may be used to provide temporary shelter to qualified individuals.
¢CNFYyaAGA2y It K2dzaAy3d 062N aK2 NbowablSautyity andetdhd2CNYi SR K 2 dz
lht2! tNRPINIQYP {K2NITGSNY FFEOAfAGASE FNB AYyiSyRSR
individuals to prevent homelessness, and allow an opportunity to develop an individualized Housing

Plan of Careto guidethéd A Sy 4 Q& f Ay 1 F3S G2 LISNXYIYySyild K2dzaAy3ao

Examples of transitional housing facilities include, but are not limited to, furnished apartments,
HOTEL/MOTEL ROOMS, housing rooms, etc., that foster independent living while more permanent
arrangements are sought. &he facilities provide temporary shelter to persons living with HIV/AIDS
(PLWHA) who are homeless.

Time Limits

¢tKS /2RSS 2F CSRSN}Ift wS3dzZA FGA2Yy&a> wn /Cw tINI pTtnod
facility may not provide residence for any imdual for more tharBODAYS Y | y& &AE Y2y (i K LJ
The need for transitional housing is generally calculated on a daily basis, and is no longer than 60 days.

If a client initially needed transitional housing placement (60 days during any six moial)pand

then progressed to needing STRMU assistance (up to 21 weeks, or five months), a client could receive
HOPWA assistance under both service categories. HUD does allow an individual to receive up to 60 days
of transitional housing placement assistarf€OLLOWED BY 21 weeks of STRMU assistance. These
combined services may last approximatseéwen months
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Rate Reasonableness

The daily rate charged for a unit of service must be reasonable in relation to rates currently being

charged for comparable unita the private unassisted market. It must not be in excess of rates

currently being charged by the facility for individuals not receiving HOPWA assistance. If a situation in

which the fair market rate standards cannot be secured,ph@gect sponsor stafhould thoroughly
R2O0dzySyid UGKSANI K2dzaAy3d aSFNOK SFF2NIla yR y23S 6K
affordable housing. At no time should this rate reasonableness requirement be waived.

Residency Limitation
Accordingto 24 CFR574.380( Y d&! aK2NImdSNY &dzLJL2 NI SR FI OAfAlGe
Fye aAy3atsS GAYS FT2NJY2NB KKy pn FlLEYAEtASa 2N AYyRA

Case Management

l OO2NRAY3 (G2 Hn /Cw pTtndoon 6S0OY d&! LINPINYY | daAa
individual with an opportunity to receive case management services from the appropriate social services

I 3SyOASade

Placement in Permanent Housing
I O0O2NRAY3 G2 un /Cw pTndoonoO0Y a9l OK &aK2NImdSNY
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Additional Information

1 Transitional housing facilities supported under the CLV HOPWA Program should be identified
FYR fA&0SR a 9a9wD9b/ , {1 9 Cdn@nuumbfLhid homeless! Ay
assistance plan.

f tS2LXS NBAARAY3I Ay K2YSfSaa akKSt_adSNER FFNB St A3IA
Continuum of Care homeless assistance programs (e.g., Supportive Housing Program). They are
also eligible to access ahtypes of HOPWA assistance and other HUD housing programs.

1 Some areas may have funded emergency and transitional housing as part of care plans through
their Ryan White programs. This related housing assistance is not defined as a core medical
service undr Ryan White, and is subject to limitations (refehttp://hab.hrsa.gov/for
additional guidance.)

NOTE: Project sponsors/subcontractors are not required to calculate and charge clients rent payments in
connectiorwith transitional housing.
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Housing Information/Resource ldentification

Housing Information/Resource Identification, information, and referral services are dedicated to helping
persons living with HIV/AIDS and their families to identify, locate, and &cljausing. This may also

include fair housing counseling for qualified persons who may encounter discrimination based on race,

color, religion, sex, age, national origin, familial status, or handicap/disability. CLV HOPWA Program

funds may be used for Homg Information/Resource Identification to ESTABLISH, COORDINATE, and
DEVELOP housing assistance resources for qualified persons (including conducting preliminary research
FYR YINJSGAYy3I ySOSaal NBE G2 RSGSNYAtgti@es)i KS FSIFaAoAf

Housing Information/Resource ldentification is available to all individuals regardless of qualification for
further HOPWA funded services, and has a cap of 5% of direct housing services.

TenantBased Rental Assistance

¢Syl yimn. | aStahceWTBRA), lintludingishaked housing arrangements, is an allowable activity

under federal regulations governing HOPWA grant funds (24 C.F.R. 574.300(b)(5)), designed to serve low
income PLWHA who require assistance with rental payments feXX@reNDED REOD OF TIMEBRA

is subject to federal HOPWA regulations that establish a client rent contribution requirement, program

rent subsidy limitations, occupancy, and housing quality standards. See 24 C.F.R. 574.310(b) and (d), and
574.320. The goal of the pgoam is to assist program participants in achieving and maintaining housing

stability so as to avoid homelessness, and improve their access to and engagement in HIV treatment and
care.

PyEfA1S FrOAtAGEemolraSR | aaaaificyding dr knit, OBRAAs & reital & dzo a A
ddzo aARe dzaASR (2 KSfL) LINIOAOALIY(G&A 20601 Ay LISNXIYySYy
leased housing in the private rental housing market that meets housing quality standards and is rent
reasonable. Workf 3 Y dzOK f A1S GKS {SOlA2y y |1 2daAaAy3 [/ K2A0S
FaaArAadlyOS LI e&a GKS RAFTFSNBYOS 0SGeSSy GKS CFAN a
portion of the rent. With TBRA, the HOPWA project sponsor makes rental paydieuity to property

owners. The HOPWA subsidy covers a portion of the full rent; the tenant also pays a portion based on

their gross income or adjusted income, as described in detail below.
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Although HUD considers HOPWA TBRA to be permanent housing, many project sponsors utilize it as a
f2yaAnaSMRYGENI ANRENI Y dzyGAf K2dzaSK2f Ra OAF ljdzt t AT
(Section 8) housing or other affordable stable housing; therefore, allowing more HIV positive households

to be served. Generally in those cases, failure to accept an offaediousing Choice Voucher program

(Section 8) or other affordable stable housing may result in termination oMHO&ssistance, or other

action.

Ly 2NRSNJ G2 Y2yAGu2NI I GSylydmolaSR NBydlt Faaradl
necessary, since monitoring TBRA relies on the inspection of units at least annually and home visits
LINE ARS I LISNRERLISOGABS 2y OfASylGaQ K2dzaAay3d aidloAfA

Qualifications

To qualify for the CLV HOPWA TBRA Program, the applicant must demonstrate through verifiable
documentation that:

1. The applicant resides in the CH@OPWA service region. Note that only housing units located
within EMSA may be assisted under the HOPWA Program.
2. The applicant has received a medical diagnosis of HIV or AIDS, as defined by the Centers for
Disease Control and Prevention (CDC).
3. TheapplicanK 2 dza SK2f RQ&a Ay 02YS R28&a y20 SEOSSR yn LIS
the county of residence, as determined by the Secretary of HUD on an annual basis. In
calculating income, the CLV HOPWA TBRA Program counts the income of all applicable
househotl members (with the exception of income earned from the employment of dependent
children under age 18).
4, ¢KS LI AOFIYyd Aa SyNRftfSR Ay weéely 2KAOGS t NBINI
the applicant is qualified for HOPWA only.
5. The applicant is hoeless or at risk of homelessness.
6. The applicant is a citizen of the United States or legal immigrant.
7. ¢KS LILX AOlIYy(d KFra Fy 2ymaz2Ay3a a2dNDODSoad 2F Y2y
needs, including their adjusted rent obligation and titipayments.
8. If the applicant is under 18 years of age, the applicant must live as a family unit with the
FLILX AOFydQa LI NBydGa 2N tS3aFf 3Idzad NRAFyaod
9. Individuals mushot have been convicted of manufacturing or producing methamphetamine on
the premises of fedeally assisted housing (public housing).
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10. Individuals mushot be subject to lifetime registration requirements under the sex offender
registration program.
11. Persons who received HOPWA assistance in one service area and move to another service area
Y dz& G ppNBMHOPWA assistance under the application procedures set forth in this Manual
(i.e., assistance under HOPWA is not portable).
12.t SNE2ya NBOSAQGAY3I aK2NITmGSNY | aaraidlyoS Yle y2

The process of paying monthly rental subsidies on behalf of clients require€theHOPWA Program

to develop and follow a set of TBRA program procedures and to ensure that all required
documentation is in placeThis section describes the key régments that are important to operating

and managing a HOPWA rental assistance program at the client level. Though these requirements are
not unique to the HOPWA program, they are critical to meeting and complying with HUD and HOPWA
program and funding iguirements.

The following are key components to administering the HOPWA TBRA program:

Setting the rent standard and conducting a rent reasonableness assessment.
Determining income and calculating resident rent contribution.

Determining the maximum rentalibsidy amount.

Administering the rental subsidy.

= =4 =4 =4

Setting Rent Standard

HOPWA federal regulations state the rental assistance program must have a rent standard that sets the

limit for housing costs for each unitsz& N2 Y 2y Smo SRNER 2 Y drodnfuditd. The RefitOe 0 G 2
Standard is the maximum value of an allowable rental unit (includes both rent and utilities). The HOPWA
regulations (24 CRF 574.320 (a)(2)) specify how the rent standard should be set for a rental assistance
program. This standard itcdzZRSa 620K w9b¢ FyR ! ¢L[L¢, O2aida 6StS
sewer; and trash removal) and can be no higher than the published Housing Choice Voucher §pection
program,Fair Market Rent (FMR3 NJ G4 KS | | 5l LILINE @S Ron gt ioivizyidit§izes A RS S
HUD allows the local Public Housing Authority (PHA) to set the Housing Choice Voucher payment

standard between 90%110% of FMR and approves it in the annual Public Housing Authority

Management Plan.

Based on the federal HOPWi#gulations, the CLV HOPWA Program determined that the rent standard

for the TBRA program will use the approved Southern Nevada Regional Housing AUBNIREJN

paymenta i I YRF NRX gKAOK Aad | 020S GKS CawddeéxdepipbK O2y F 2
NEyGé a GKS /[ £ tIFRtYSlY aNById yRE NRREI MRS RSISNYAYSR
Market Rents, and approved by thBISHA board annually.



ThePHA rent standardwill be used as the Rent Standard that is defined as the maximum value of
an allowable rental unit (includes both rent and utilities).

NOTE: Utilities included in the Rent Standard for TBRA are electricity, fuel (e.g., natural gas, oil),
water, sewer, andrash removal. Telephone, internet, and cable are NOT included.

Local PHA Payment Standards

The Southern Nevada Regional Housing AuthdBlyRHpestablishes @ayment standard schedule

that establishes payment standard amounts for each FMR area ithiw | | Qa4 2 dzNAaRAOQGA 2y >
unit size within each of the FMR areas. For each unit size, SNRHA may establish a single payment

standard amount for the whole FMR area, or may set different payment standards for different parts of

the FMR area. UnlessJ® grants an exception, SNRHA is required to establish a payment standard
GAGKAY | aol &A 0 NI¢yeBvBen 90Sadiltopérdert &f S&puldished IFMR for each

unit size.

When HUD updates its FMRs, SNRHA must update its payment standaedstéhdards are no longer

within the basic range [24 CFR 982503} LA S&a 2F (KS LI &8YSyd adl yRFNR |
website: https://www.snvrha.org/fh housingchoicevoherpgm.html

Annual Review

TheCLWOPWA Program will revieand may adjusthe rent standards ANNUALLY against the local

tdzof AOQO | 2dzAAYy 3 | dziK2NARG&@Qa 6t | | 0Ond rdtdbieexteptioni& 2 A OS  +
when households are already houskd/ dzy A 1a gAGK NBydGa ddKIFIG YSSO GKS
these households would continue to rent the units with no change in rent through the term of the lease.

G £SrasS NBySglits GKS NByl ¢2dzdZ R 0 hefeBangthe f dzZ G SR
reasonable rent requirements.

Determining a Change in Rent Standard BasdtH#Payment Standards

A HOPWA grantee may choose to adjustdts standard based on the new local PHA Payment

Standardsbut adjustments are not mandatory &g as they meet certain requirements described in

iKS ySEG aSOlAz2yo .laSR 2y (GKS INIyiSSQa K2dzaAy3
grantee may determine that adjustments in the rent standard are not needed. Further, increasing rent
standards could limit the number of qualified persons that could be served by the program, as available
funding may limit the number of qualified households that can be assisted. However, a higher rent

standard may increase the options of affordable hagsavailable to assisted households. If the FMR
decreases, the grantee should ensure that the rent standard is not higher than 100% of the FMR.
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To determine if the rent standard should be adjusted, grantees can examine several factors:

1 Availability of affordable units This may be demonstrated by reasonableness data (discussed in
the next section, Rent Reasonableness), vacancy rates, and supply or location of housing. If
gualified households are having trouble finding affordable housing within the rentlatd, the
rent standards for the area may be too low.

9 Size and quality of housingrhe size and/or quality of housing may be limited due to the rent
standards. The grantee may track data collected during the HOPWA habitability standards
reviewtodetermis A F OSNIFAYy GNBYR& INB 200dzZNNAYy3I OA DS
utilities).

1 Time to locate housing or the voucher expires without leasitfyqualified households are
unable to find housing within 90 days of entering the program or the toariod for finding
housing expires, the rent standard may be too low for the area.

1 Large number of turnoversif there is a high rate of turnover of qualified households receiving
housing rental assistance, the rent standard may be too low to allowfmebliouseholds to
access neighborhoods with amenities necessary for the family. For example, access to
neighborhoods with good public transportation, schools, work, or other community amenities
may be limited based on the rent standard used.

Applying theAdjusted Rent Standard

If an adjustment is made to the rent standard, the grantee has the option of making the change within
90 days following the release of the ndvecal PHA payment standacod at the beginning of the

INIF yiS5SQa ySEG LINRPINIY &SI Np

The CV¥ HOPWA Program determined any adjustment to the Rent Standard will occur at the
beginning of each program year (e.g., July 1).

Whichever method is used by the grantee should be described in the Consolidated Plan, grant proposal,
or equivalent document antde approved by HUD. If a grantee chooses to begin using the new rent
standard prior to the method approved by HUD, the grantee must provide a justification to HUD and
receive approval of the requested change before using the new rent standard.

1 Loweringthe rent standard If the grantee determines the rent standard should be lowered, the
new rent standard applies to new tenants, tenants moving to a new unit, tenants with a change
in family size or composition, or at the anniversary of the lease. Gramagsvait to apply the
new rent standard until the second anniversary of the lease start date to allow for a grace
period for the household to adequately plan for the adjustment (which could include the need
to move if the current unit no longer is withihé adjusted rent standard).

1 Increasing the rent standardf the grantee determines the rent standard should be raised, the
new rent standard would apply to new tenants, tenants moving to a new unit, or at the
anniversary of the lease (when the lease iSauprenewal).
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1 /FradnoenOlas Ay ONB HARWAZegulatioks§24 RERYST4.320(a)(3)RIOMR ©
2y | dzyAdmoeémdzyAd ol arazr | INryGSS G2 AyONBIFAS
10% for up to 20% of the units assisted. Such an&serean be provided when a grantee is
using either of the two methods for determining the rent standard discussed earlier in the
chapter. Grantees may grant authority to their project sponsors to conduct such increases;
however, it is up to the grantee tmonitor such a provision to ensure that no more than 20% of
0KS dzyAtad NBOSAQOS &dzOK AYyONBlIaSao ! OlasSmnoenoOl
the grantee deems necessary.

Rent Reasonableness

In order to determine rent reasonableness, the reharged for a unit must be reasonable in relation to
rents currently being charged for comparable units in the private unassisted market. It must not be in
excess of rents currently being charged by the rental property for comparable unassisted units.

Payments will bebased upon the local PHA payment standfndthe area However, if after conducting

a housing search, housing that complies with liheal PHA paymertandards cannot be secured then

temporary housing that exceeds the rent standards maytideed. If this situation arises, tHeroject

sponsor stafshould thoroughly document their housing search efforts and note what plans are being

YIRS G261 NRa aSOdz2NRy 3 {ARnyg e ShSUNINKE remt Redsénbldiehesst S K 2 dza A
requirementbe waived.

Program staff must ensure that the rents being charged for the assisted units are reasonable, as
described in the HOPWA regulations 24 CFR 574.320 (a)(3). Reasonableness is tested in two ways.

1 REQUIREMENT ONHrst, the rent charged for the uninust be reasonable in relation to rents
currently being charged for comparable units in the private unassisted market.

1 REQUIREMENT TW&Econd, the rent charged cannot be higher than rents currently charged
by the owner (landlord) for comparable unassitunits.

The purpose of the requirement is to ensure that no property owner artificially inflates assisted units
over comparable unassisted units. At no time should the rent to the owner exceed the reasonable rental
amount.

WHEN to conduct Rent Reasomaiglss Asessments
Project sponsor staff is required to assess the rent reasonableness of a unit in the following
circumstances:

1 Before entering into an agreement with a landlor@\ project sponsor should not enter into an
agreement with a landlord withouirst determining if the requested rent of the unit is
comparable to other unassisted units.
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9 Before increasing the rent to a landlordd project sponsor should recertify that the requested
higher rent is reasonable as compared to other unassisted units.
1 When the FMR decrease$f, during an annual recertification, there is a decrease of 5%
0SG6SSy GKS ySg Caw YR (G4KS LINBZA2dza &SI NRa Ca
conduct a rent reasonableness review. If the current rent is found not &soreable, the project
sponsor should negotiate a lower rent with the landlord to ensure the rent remains reasonable.
f RequestedbyHUD L¥ | !5 KIFa NBlFaz2y G2 [dSadrazy GKS 3N
rent reasonableness, HUD may request rent reasbeness reviews of all or a portion of a
AN yiSSQa dzyAridao
1 At any time determined by the granteeA grantee can conduct a rent reasonableness
assessment at any time, for example as part of routine monitoring.

HOW to Conduct Rent Reasonableness Assessment

Project sponsor staff must ensure that each unit assisted is rent reasonable throughout the tenancy of

the qualified household. To this end, the project sponsor should have established policies on how rent
reasonableness will be determined and documeribedt N2 2SO0 alLl2ya2NJ adl ¥F Ydzad
YIF1Ay3d LINRPOSaa yR GKS RSOA&aA2Y Ay GKS GSylyidQa ¥
Project sponsor staff should not assume that if the rent of an assisted unit is within the established

NByid &adl yRINR (ridsanabie Ki$ poskild thaDaaunithidayybé withid the rent

standard established by the grantee and still not be reasonable. Project sponsor staff must document

for each unit that a reasonable rent is being charged compared to other units in the preaket and

must verify, if applicable, that the rent of a unit is reasonable compared to the rent of other comparable
unassisted uits owned by the same landlord.

MEETING REQUIREMENT QONE:rent charged for the unit must be reasonable in relation to rents
currently being charged for comparable units in the private unassisted can be determined by one of the
following two options for determining rent reasonableness:

1 Using a market studyA market study conducted by a local Public Housing Agency (PHA) or
other entity in conducting their rent reasonableness assessment may be used.

1 Review of comparable unitsA project sponsor may also choose to conduct their own review of
comparable units. fAis is usually the best option for smaller programs or for programs that serve
a large or varied geographic region that may be different than any one PHA. A review of rent
reasonableness can often be completed during the HOPWA habitability standards. r€kiw
rental assistance program should develop clear policies detailing how the reviews will be
completed. The policies should include resources regarding factors to consider when comparing
units, finding comparable units, and methods of documentation.

o Conparison factorsFactors to consider in conducting the assessment include the
following:
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A Location of the unit In what neighborhood is the unit located? What are the
distances to public transportation, shopping, work, and other services?
A Size of unit Howmany bedrooms does the unit have?
A Type of unit Is the unit unattached or attached? Is it in a large or small
O2YLX SEK L& Al | &Ay3ftSnm 2N YdzZf GATTFI YATL
A Age of unit When was the unit built?
A Utilities: Which utilities, if any, are included in the resftthe unit?

These first five factors are often the most important for determining variances in
rent. The following factors usually do not create substantial differences in rent,
although they are addressed in the lease and can affect how quickly a asiste

A Amenities Is a washer/dryer, dishwasher, or new carpet provided in the unit?
Do tenants need to pay for washing clothes and linens (in the building or at a
aSt¥n ASNBAOS Il dzyRNRYI G0K

A Housing servicesAre services provided to tenants?

A Maintenance Does the lease specify some form of tenant responsibility for
maintenance of the unit (e.g., lawn care)?

0 Locating units for comparisoifihere are a variety of methods for locating units for
comparison, including newspaper advertisements, Internet sites, (e.g
www.craigslist.org www.rent.corr), and apartment guides. Additionally, some
communities have developed 211 systems that include affordable housing as a part
of their listed sevices. Based on the factors discussed above, each unit should be
reviewed with at least three other comparable units. When comparable units are
not available, best efforts should be made to find similar units in other complexes or
in similar geographic aas that are comparable to the location of the unit to be
assisted.

o Documenting the comparisoi variety of forms may be used to document the rent
reasonableness of assistadits. The form should address the factors discussed
above and should compare thmit to be assisted with three other comparable
units. The contract rent for the unit to be assisted should be at or below the
contract rent of the three comparable units. If the unit rent is determined to be
unreasonable, rental assistance should nofbevided for this unit.

MEETING REQUIREMENT T®#&2ond, the rent charged cannot be higher than rents currently charged
by the owner (landlord) for compalée unassisted units. In addition to ensuring the rent

reasonableness of a unit compared to other private market units, project sponsor staff must ensure the
rent of a unit is reasonable compared to the rent of other comparable unassisted units ownee by th
landlord. To meet this second reasonableness requirement, project sponsor staff must request
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certification from the landlord that the rent being charged for the assisted unit is comparable to rents
charged for other comparable unassisted units ownedhgylandlord. The landlord should provide
previous rent charged for the unit to be assisted, current rent charged by the landlord for comparable
unassisted units, and estimated rent for a comparable unassisted unit, if the unit was vacant. If the
requestedrent is not reasonable, meaning the rent is not comparable to rent charged for other
comparable units owned by the landlord, assistance may not be provided for this unit unless an
adjustment in the requested rent is made.

Determining Resident Income

5SGSNXYAYAYy3 (GKS Of ASyl K2dzaSK2f RQa |yydzaf AyO02YS
how much the household will be able to contribute to housing and ultimately, the amount of the rental
subsidy for the client. This section describes lib&@ OF f Odzf | §S G KS K2dzaSK2f RQa
adjusted income.

Determining Annual Income

Determining annual income allows the CLV HOPWA Program to 1.) Ensure the basic qualification for

Il ht2! NByYyGrt FaaixadlyOS hoaseRidsiuzyeSvithinofe liePwd0® f 2 ¢ A
of the Area Median Income (AMI)may receive HOPWA rental assistance); and 2.) Determine the

amount the household will contribute toward their housing expense (with the balance paid with

HOPWA funds).

HUD publishes thannual income limits on the HUD USER website found at
www.huduser.org/portal/datasets/il.htmlGrantees and project sponsors can find the current income
fAYAGa F2N GKSANAIOPESF 640 dzy RSNJ a5 4G { S

1  When determining household incomehere are rules regarding the income to include and
exclude. For HOPWA rental assistance programs, income covered Bsrtied Income
Disregard (EID3hould be excluded. In February 2001, HUD finalized regulatiahsequire
housing providers in certain HUD programs to disregard some or all of the earned income for
tenants with disabilities (24 CFR 5.617). This is commonly known as the Earned Income
Disregard (EID) and should be considered when determining amoashe. EID allows qualified
individuals and families receiving housing assistance to keep more of their earned income for a
period of up to two years following an increase in employment income. The purpose is to assist
persons with disabilities in obtairgrand retaining employment, as an important step toward
SO2y2YAO0 aStFfmnmadzFFAOASYyOeod

1 %S NP 1t LSodehdaeholds entering the HOPWA program may indicate that they have no
income. In such cases, agencies are expected to document this fact by obtainitifiGaten
2F ay2 AyO02YSE FNRBY GKS FLILX AOFYydo
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Determining Adjusted Income

' TGOSNI GKS K2dzaSK2f RQa Fyydadt AyO2YS KFra 06SSy OFfO
dzZl t ATASR F2NJ Il ht2! | aaradl yo0Ss (i KSnegrieEAdjusted SLI A &
income considers adjustments to income to establish how much the household will be required to pay

for its housing, covering both basic utilities and rent.

Each category of income adjustment listed below includes a description of typmaheéatation:

1 Disabled/Elderly A household that meets the definition of an elderly or disabled household is
entitled to adeduction of $400 per householdEven if more than one person in the household
is elderly or disabled, there is only one $400 adjusttrier the entire householdThe
documentation of HIV/AIDS showing qualification for the HOPWA program is generally
sufficient for showing qualification for the disability income adjustmenfcceptable forms of
documentation include documentation from a dléh professional qualified to make such a
decision or an HIV/AIDS test conducted by a physician, community health center, or HIV
counseling center.

0 To qualify for this adjustment as a disabled household, the person with the disability
must be the head athe household, spouse of the head of household, or the sole
member of the household. In cases where the only person with disability is a dependent
child, the household does not qualify for this adjustment on the basis of disability.

o0 To qualify for this adijstment as an elderly household, the head of the household,
spouse of the household, or sole member of the household must be 62 years of age or

older.
1 DependentsWhen calculating adjusted incomageduct $480 from annual income for each
household dependenb Hn / Cw p®PcMMOF 0OMOUD | ! 508 RSTFAYAQGA:

Internal Revenue Service (IRS) definition. HUD defines a dependent as any household member

K2 Aa y20 GKS KSIFIRX O2nKSIFRX 2NJ 4L}RdzaSs odzi ¢
0 Under the age of 18 years,
o Disabled¢f any age), or
o CdzAf t mtGAYS aGdzRSyd 62F lye |3IS0d

Documentation in the file should verify age, disability, or student status, as applicable.

9 Child Care ExpenseReasonable child care expenses paid out of pocket by the tenant for the
care of a child age 12 ander may be documented and deducted from annual income if the
child care (1) enables an adult family member to seek employment actively, be gainfully
employed, or further his/her education, and (2) expenses are not reimbursed (24 CFR
5.611(a)(4)). Dedued expenses cannot exceed income earned.

1 Medical ExpensesElderly or disabled households (as defined previously) that have no disability
FaaAraidlyOS SELSyaSa 0a4SS 0SSt 260 eéktessof@%bfAY 2dzim
annual income as a deduicin (24 CFR 5.611(a)(3)(i)). Medical expenses that may be considered
include all medical expenses anticipated to be incurred during the coming year that are not
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covered by insurance or reimbursed though other sources. File documentation should clearly
document these expenses and consider whether some or all of the claimed expenses might be
reimbursed from other sources.

9 Disability AssistanceDisability assistance expenses paid out of pocket by the tenant can also be
deducted from annual income to the extetiat they exceed 3% of annual income (24 CFR
5.611(a)(3)(ii)). The purpose of this deduction is to recognize expenses for the care of a disabled
person that enables the disabled person or some other family member to work. Disability
assistance expensesayinclude the cost of a care attendant and/or auxiliary apparatus that
enables a household member, including the disabled member, to work. Both medical expenses
and disability assistance expenses are limited to those in excess of 3% of annual income. For
families who qualify for both types of expenses, the allowable amount is the amount by which
the combined expenses exceed 3% of annual income. Because disability assistance expenses are
also capped by the amount of income earned, a special calculatiequged. Program staff
should first calculate the allowable disability assistance expenses and then add to that the
allowable medical expenses.

Calculating Resident Rent Contribution and Maximum Rental Subsidy

After verifying the determination of both annual income and adjusted income, the next step is to
calculate how much the resident will pay for houdirthe payment to the landlord and resident paid
utilities. By regulation (24 CFR 574.310(d)), residentsviegeHOPWA rental assistance must pay as
rent, including utilities, an amount that ike higher of

1 30% of monthly adjusted income,
1 10% of monthly annual income (annual income before adjustments, divided by 12), or
1 Welfare payments specifically designat® meet housing costs.

Except for unusual circumstances, 30% of monthly adjusted income will be higher than 10% of monthly
annual incomeSo in most cases, the resident rent contribution will be 30% of adjusted income.

HOPWA requires that residents pdaetamount calculated regardless of the rent for the unit (as long as

housing costs for the unit meet the rent standard and rent reasonableness requirements). In a few
FNBFas GKS F3SyoOeé FRYAYAAUSNAY3I a¢SYLlshlpoBn | a4 A 40
of the welfare payments for rent. In these localities, the file must include documentation of this amount.

Rent and Utility Deposits

A HOPWA rental assistance program may choose to provide assistance with rent and utility deposits
using Permaent Housing Placement funds. This funding option allows for the payment of reasonable
costs to move clients into permanent housing. Security deposit costs cannot exceed two months of

rental costs. In addition to the security deposit, funds may also be fasadility connection fees and
processing costs. A HOPWA rental assistance program that provides such rent and utility deposits should
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require that landlords and utility companies pay any returned deposits directly to the program rather
than to the cliet. Funds recaptured in this manner are considered program income and must be applied
to future rental program or housing placement activities.

Payment Process
1 Set up initial landlord vendor accounts for payment of rent deposits, if applicable, and ta ren
subsidy.
9 Establish a procedure to request, process, and track monthly payments to landlords.
1 Set up utility accounts for payment of client utility allowances directly to the utility company, or
set up accounts for payment of utility allowances diretblglients.
9 Establish a procedure to request, process, and track monthly payments to utility companies or

clients.
f ¢KS LI eyYSyid aidlyRFNR SaidlotAakKSR 06& GKS [ 20! f
O2YYdzyAliensgARS SEOSLIIA2Y NByid0 mhwn GKS | NBI Q&

maximum amout of assistance is based on the lower of the two.

T ¢KS YIFEAYdzY lY2dzyid 2F Y2yidKté laaAraadlyOS dzyRSN
of the rent calculation (determined from the bullet point above) in the servicegie@ { { m (1 K S
amount of theLJr NI A OA LI y i1 Qa4 NBIljdzZANBR &aKIFINB 2F (GKS NByl
GKS AYRAGARIZ f 2N FlIYAfedQa lR2dZAGSR Y2y iKfte Ay

The total rent being charged for a unit must be reasonable in relation to rents currently charged for
comparable units ithe private unassisted market, and must not be in excess of rents currently being
charged by the property owner for comparable unassisted u@ilients must be recertified for TBRA at
least annually to verify continued qualification. Federal HOPWA fundim@warded annually,

therefore clients should be advised that there is no guarantee of continued assistance. Subsidized
housing units must be inspected annually as well.

HOPWA income qualification and rent calculation regulations refer to portions ofRdidlations 24
CFR Part 5 that are also used by the Housing Choice Voucher Program (HCVP) or Section 8 program;
however, it is important to note that there are some differences between the two programs and caution
should be used in transferring procedurfie@m one program to the other. The method described below
applies to the HOPWA program. HOPWA participant rent payments must be the highest of three
amounts:
1. mE?> 2F INRPEAA K2dzZASK2fR AyO2YS 03INRP&da K2dzaSK2f R

receivedd @ | ff K2dzaSK2f R YSYOSNRIZI AyOfdzRAYy3I SINYyAY
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2.0/ 2F GKS FrYAfeuya Y2yliKfeénlR2dzZAGSR Ay02YS ol
income inclusions and exclusions detailed in HUD regulations 24 CFR 5.609, 5.611And 5.61

3. Amounts received households receiving welfare assistance from a public agency, with a part of
the payments specifically designated for housing costs (adjusted in accordance with the family's
actual housing costs).

The HOPWA project sponsor must pay the balance of the rent up to the lesser of the lease or rental
agreement rent or the most currembcal PHA payment standardnd reasonable rent for comparable

units in the area. Any documentation used to determine TB8&sstance must be maintained in the

Ot ASyiiQa FAES® I ht2! FdzyRa Ydzald y2G 06S 3IABSY RANB

Utilities with TBRA

Unless utilities costs are paid by the landlord as part of the rent/lease amount, clients are expected to
establish accounts witthe local utility company and pay the entire monthly costs for usage. However,
when utilities are not included in the rent and the client is billed directly for usageebutility

company, an allowancef credit for reasonable consumption must be subteatfrom the client's rent
payment portion (the higher of 10% of monthly gross income or 30% of the monthly adjusted income).
The utility allowance amounts or credits are established locally by the Public Housing Authority (PHA)
based on local utility rateand updated annually. Grantees and project sponsors should contact the PHA
in their areas to obtain the most current Utility Allowance Schedule for use in the computation of the
client's rent payment.

NOTE: It is important to remind clients thattheiutil @ £ f 2 61 yOS ONBRAG F2NJ G§KSA
Is deducted from their portion of the rent payment to the landlord; therefore, they are responsible for

paying the full utility bill each month directly to the utility company, and budget accdydingare

OFaSas FFFG4SNI GKS dziAftAde FHEt26lyOS A& ONBRAGSRIT
meaning that the project sponsor must refund that amount each month to the tenant OR pay it directly

G2 0G0KS dziAf Ade sOehafldssgciateHUD RegBaticd RAACER 9BR514(b) states that, if

paid directly to the utility, the project sponsor must notify the household in writing of the amount paid to

the utility on their behalf and maintain documentation in the client file.

Earned Income Disregard (EID)

24 CFR 574 5.617 requires Earned Income Disregard (EID) in certain situations. EID is an important
AYOSyiGA@S FT2NJ RAalIof SR LISNE2ya NBOSAGAY3A |1 ht2! ¢,
persons with disabilitie in obtaining and retaining employment as an important step toward economic

aSt TmadzZFFAOASYyOed ¢KS da9FNYySR LyO2YS 5AaNB3IF NRE |
their earned income from employmentor a period of up to two years if 8y meet one of three (3)

tests. Annual income increases as a result of:
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1. Employment of a family member with disabilities and who was previously unemployed for one
or more years; or

2. Earnings by a family member with disabilities from participation inan eédn® & St Fma dzF FA O
or job training program; or

3. Increased employment earnings of a family member with disabilities while receiving, or within
six months after receiving, welfare assistance worth at least $500.

EID becomes effective after the clienthas@® R Ay 2 | ht 2! ml 83AAa0SR K2dza Ay 3
AyO2YS Aa O2yaARSNBR GKS a0l asSé¢ AyO2YSod LT (GKSe Y
sponsor staff is notified of the increase in income, EID will allow 100% of the earned incoveelado

base income to be disregarded for a period of 12 months after the start date of the employment

resulting in the increase. For increased earnings that continue beyond 12 months, EID permits a

continued disregard of 50% of earnings above the basariother 12 months for a total of 48 months

of increased earnings disregarded prior to counting the additional employment income towards an

increase in tenant rent payment. Also, the 24 months of EID can be spread out over 48 consecutive

months allowing theclient to start and stop work, if necessary, such as someone who may only have

periodic or seasonal work. Once the 48 month period has expired, the EID is no longer eligible,

regardless of how many months of EID were provided during that time. See
https://www.hudexchange.info/resources/documents/EID _Training foedfmore information about

EID).

NOTE: EID does not apply to all of the new earned income. For example, agezsong SSI or SSDI

YI® NBOSAOGS 'y AYyONBIraS Ay o0SySTada 2N NB3IdzZ I NI Ay
will be counted towards the tenant rent payment portion because it is not a result for employment that

met one of the three EID tests

HOPWA Housing Habitability Standards

lff I ht2! nmladaiadSR K2dzaAy3 Ydzad YSSG o24K adlras o
standards as outlined in 24 CFR Part 574.310(b)nise&//www.govinfo.gov/content/pkg/CFR010
title24-vol3/pdf/CFR2010itle24-vol3-sec574310.pd). Housing supported by HOPWA funds must, at a
minimum, meet the following federal HOPWA Housing Habitgl$tandards set forth below:

§ Structure and Materialss ¢ KS & G NHzOG dzNB & Ydzad o6S a i NHzOG dzNJ f ¢
to the health and safety of the occupants and so as to protect the residents from hazards. If the
unit is a manufactured home,¥dza & NB &G dzZLl2y | &adzAGlF ot S LISNXYIyYS
foundation.

 Accessim¢ KS K2dzaAy3a Ydzad o06S | 00SaaraoftsS FyR OF LI of
of other private properties. Structures must provide alternate means of egress in case of fire.

f Space and Securityt9  OK NB&ARSYy(d Ydzad 6S 'FF2NRSR | RSI| dz
and their belongings. An acceptable place to sleep must be provided for each resident.
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Interior Air Qualityt m9 SNE NRB2Y 2NJ aLJ OS YwmethanicalS LINE A RSR
ventilation. Structures must be free of pollutants in the air at levels that threaten the health of

residents.

Water Supplytt¢ KS g1 G SNJ adzllLX @ Ydzad ©0S FTNBS FNRY 02y
health of individuals. If the unit is a mafiactured home, it must be connected to permanent

dziAf Ade K221 mdzLla ¢

Thermal Environment m¢ KS K2dzaAy 3 Ydzad KI @
proper operating condition.

lllumination and Electricityt t ¢ KS K2 dza Ay 3 Ydza (i aKificdl SluninRtiSrjtalzk G Sy I
permit normal indoor activities and to support the health and safety of residents. Sufficient

electrical sources must be provided to permit use of essential electrical appliances while

assuring safety from fire. If the unit isyeanufactured home, it must be connected to

LISNXY I ySy(d dziAfAdGe K221 mdzlJa o

Food Preparation and Refuse Dispogaft ! f € F22R LINBLI NI GA2y I NBlI& Y
and equipment to store, prepare and serve food in a sanitary manner.

Sanitary Conditiom meth&using and any equipment must be maintained in sanitary condition.

[ SIRm. I @&RFt HKPBG a0 NHzOGdzNB g+ a o0dzZAf G LINA2NI (2 M
six or a preghant woman who will reside on the property, and the building has a defeaiivt

surface inside or outside the structure, the unit cannot be approved until the defective surface is
repaired in accordance with 24 CFR Part 35 (see
http://portal.hud.gov/hudportal/documents/huddoc?id=DOC_ 12347 pfefective paint

surface means: the paint is cracking, scaling, chipping, peeling or loose. If after testing lead is

found present, the surface must be abated and repaired in accordance to the above m@gulati

During the housing inspection throject sponsor stadfmust furnish the client with a copy of

0KS LI YLKESO at NPGSOG |, 2dzNJ CFYAf@& FTNBY [SIR Ay
https://www.epa.gov/sites/production/files/2014

02/documents/lead_in_your_home_brochure land b _w 508 easy print (.t client

AaK2dz R aA3ay | aGFaGSYSyid OSNIATeAYyIintvikuali (GKS& N
assessment training is available on line at
http://www.hud.gov/offices/lead/training/visualassessment/h00100.cfm

Smoke Detectors ¢ KS | ht 21 ¢aN@yIviklthe Firé delininistration

Ldzi K2NRT I dGA2y 110G 2F mMdhpH o6t O] @ MAHTPHHO OKIGIDG
All rental units are required to have a functioning smoke detector that must be provided by the

landlord, local fire depament, or leveraged source. Smoke detectors must be installed in

accordance with NFPA 74, or more stringent local policies, as applicable. Existing units must

contain a single or a multiple station smoke detector; there must be one located outside each

sleeping area and on each level. It can be battery operated or hard wired; clearly audible or
interconnected. Accommodations must be made for individuals with sensory impairments.

w»

I RSljdz 68 KSI @
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Prior to HOPWA funds being provided for a housing unit, project sponsors emtit that it meets

these standards. The inspection can be performed by a project sponsor staff without a requirement for
specialized training, or an outside entity qualified to do inspections. The project sponsor staff must make

a home visit to determin¢he overall suitability of the rental property and certify that it meets the

standards listed on the HOPWA HQS Habitability StandardsfokrS ¢ . w! dzyAd Ydzad oS »
FYR NBTOSNIAFTASR |G tSkad | yydz fdendfiedsiost BQPWAKS Of A Sy
assistance, in addition to when the client moves to a new residence.

Landlords or property managers are responsible for addressing all violations found at the initial

inspection. In the event that the unit fails inspection, a writtestification should be delivered to the

client and landlord with a copy of the written inspection report. The notification informs the landlord

GKFG I+ NBnAyalLlSOaraAz2y éAftf 0SS aO0OKSRdzZ SR y2 fFGSNI G
all reported violations need to be corrected by that date. If after sixty (60) days the unit does not pass
inspection and thd°roject sponsor stafias attempted repeated communication with the landlord, the

Project sponsor stafhould assist the client in seeg more suitable housing elsewhere and the

HOPWA subsidy payments should be stopped. A general rule is that no more than three (3) inspections
WiKS Y20SnAYy AyaLSOdAzy FyR (g2 NBnAyalLlSOirAzya oA
undertaken by tle Project sponsor staff

1 Client Request for InspectiorA client may request an inspection at any time through their
Housing agency if they have a complaint about housing conditions. Clients should be instructed
y2iG G2 Y2@S 2dzi 2F | dzyAdG RdzS G2 GKS fFyRf2NRQ
consuli SR gAGK (GKS LINRP2SOG alklRyaz2zN adrkrTF¥ NBII NRAY
a safety risk to the household, thpgoject sponsor staffhould perbrm an inspection within five
(7) business days. In the event that a client is required to numeeto the condition of the
housing unit and the landlord (not the tenant) is responsible for necessary repairs to ensure
habitability of the unit, guidance for this process should be sought from a local housing
counseling agency or legal entity to ensgmmpliance with the law.
1 Grantee or Project Sponsor Request for Inspectiét any time during the period of HOPWA
TBRA assistance the grantee or project sponsor may conduct an inspection of the unit based on
their own impressions or concerns and compiaifiom the landlord, neighbor®roject sponsor
staff, parole officer, or other source with knowledge of the clients housing stability. Care should
0S GFr1Sy o6& GKS F3Syoe (2 O2vyLie ¢gAdGK f20If f1I
client/tenant prior to entering the unit.

Occupancy Standards

15 gAftf 2yfte LINPOARS NBylUulf &adzoaARASA (2 K2dzaSK2
subsidize the smallest sized unit possible without creating overcrowding. The amount of TBfo&ta pro

sponsor pays the landlord on behalf of the applicant is based on the number of bedrooms for which the
household is qualified and the actual number of bedrooms in the unit. HUD does permit other rooms in
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a unit to be used as sleeping areas, and praggonsors should follow the approved policy for sleeping
areas used by their local public housing authorityAPH

[20Ff tdzoftAO | 2dzaAy3d ! dziK2NAGASAE ot ! ao SadlrofAiak
in accordance with the following critiex:

9 The unit size assigned should not require more than two persons to occupy the same bedroom,
SEOSLIi GKIG + OSNEB avlfft OKAfR ofSaa GKFry w &8
single parent.

9 The unit size assigned should not require persaingpposite sex other than husband and wife
to occupy the same bedroom with the exception of infants and very young children.

T ! G62mMOSRNR2Y dzyAld YI& 0SS dzaSR o0& | (62 YSYOSN
child or by a couple who, due to medicaasons, must have separate bedrooms, as verified by
their physician and approved by the project sponsor. These principles result in the following

standards:
NUMBER OF BEDROOMS
Number of Minimum Number of Maximum Number of
Bedrooms Persons in Household Persons in Household
0 1 1
1 1 2
2 2 4
3 3 6
4 6 8
5 8 10

Exceptions to Occupancy Standards

The criteria and standards prescribed for the determination of a household's unit should apply to the
vast majority of clients and their families. In soneses, however, the relationship, age, sex, health, or
handicap of the individual/family members warrant the assignment of a larger unit size than that which
would result from strict application of the criteria. Any determinations that do not strictlyyatapthe

criteria must be fully documented in the applicant's case file.

There are also occasional circumstances (for example, an area where the market rate rents are much

lower than the FMR or HCVP payment standard) when a household might occupy aganitHan

specified by the subsidy standards, but in such instances, the rent for the larger unit must be at or below

GKS LI evYySyid aidlyRINR 2F GKS FLIINRPLINARFGStenaral SR dz
above the smaller unit subsidy staand, the client would be required to move to a smaller unit within

the allowable payment standard.

111



Renting from Family Members

Federal Regulation 24CFR 982.306 (d) prohibits public housing authorities (PHASs) from allowing clients

to rent from family membes; this includes a parent, child, grandparent, grandchild, sister, or brother of

any member of the familyynlessthe PHA determines that approving the unit would provide reasonable
accommodation (sehttp://www.hud.gov/offices/fheol/library/huddojstatement.pdf for a family

member who is a person with disabilities. This same regulation applies to the HOPWA program. If a

client needs the care and support for their iliness from aifamember whose income may be low, but

at AaKdte 1020S ymw: lalL ¢KSYy AyOfdzZRAYy3I GKS OfASyidQ
Accommodation request may be made through the grantee and the local HUD Field Office. In this

situation, the famiy's income is not counted in determining qualification for the TBRA subsidy payment

YR GKS OftASyidQa NByd LIe&yYSyid LER2NIA2Y Aa OFf OdzZ I i
the unit (seeShared Leased Housimglow); however, a written reral agreement from the family must

be obtained and maintained in the client file for documentation purposes.

NOTE: Project sponsors must not confuse renting from relatives with residing with relatives. Residing
with any number or configuration of relativessallowable, as long as the qualified total household
income meets the HOPWA income guidelines of at or below 80% AMI.

Shared Leased Housing

lht2! NB3JdzZA FGAz2ya ftt2¢ F2N) aKINBRnfSFasS K2dzaAiy3a:
people. Unlik family or partner relationships, roommate scenarios consist of plutonic relationships
established for the purpose of sharing rent and utility bills in return for receiving a share of the space
available. Participation in shared housing arrangementsliswary. Unmarried partners are treated the
same as family members and are prohibited from identifying as roommates for the purpose of securing
federal housing benefit#t the time of application and at any subsequent renewal the client must
identify those living in their home as either family or roommate. Some project sponsors require the
HOPWA applicants to sign a statement to this effect for maintenance in the client file. With respect to
shared housing arrangements, the rent charged for the HOPWAeaaspisrson shall be in relation to

the size of the private space for that assisted person in comparison to other private space in the shared
unit, excluding common space. The tenant rent calculation is done by taking the applicable Payment
Standard, incluthg utility allowance, for the unit size (total bedrooms) and dividing it by the number of
units your client or family will be occupying. For example:

1. If a client has two (2) roommates and is residing in a three (3) bedroom rental unit, the rental
portionLJr AR 6& GKS I ht2! LINRPINIYY ¢2dz R 6S 2y SmiKAN
NEljdzSAaGSR 60& GKS flyRf2NRX AyOfdzZRAYy3A dziAftAdGe |
A0FYRINR F2NJ I GKNBSMOoSRNR2Y | LI NGYSYyGs gKAOKS
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2. If one (1) or more pesons in a roommate relationship are qualified for HOPWA assistance, each
must apply separately based on individual income and prorated housing costs.

3. Inthe case where two (2) or more unrelated persons live together as roommates, the
individual(s) nogjualified for HOPWA assistance will not receive any compensation as a result of
the HOPWA assistance awarded to the qualified person.

Additional TBRA Administrative Considerations

1 Housing Search Guidelingk is recommended that project sponsors createdglines for TBRA
clients regarding their housing search under HOPWA assistance. This would include setting a
limit on search time (such as 60 days) prior to the assistance terminating; extensions can be
made for particular circumstances such as hosgitdion or iliness, but the exceptions should
be spelled out clearly in the policy. Additionally newly enrolled clients should be provided with
vacancy resources and the local utility allowance chart, if applicable, with an understanding of
how to calculag the utilities for a particular unit they might be interested in renting.

1 Landlord/Tenant DisputesClients should be encouraged to resolve issues with their landlord or
YySAIKOo2NRA AYRSLISYRSyidftes odzi Ay (KStafo@Sy i GKI
O2yOSNya 2NJ O2YLX FAydGa NBIAFNRAYy3A GKS Of ASyidQa
project sponsor staff should conduct an investigation of the complaint with the client and other
parties involved. If warranted, a housing case conferesizmild be called with the client and
other relevant parties working with the client to ensure their housing stability success. At that
GAYSZT GKS LINRP2SOG aLkRyaz2N adlFFf aKz2dzZ R | faz2 R
housing would benefit# Y Y2 NB FTNBIljdzSyd K2YS @rardaz | A0
assistance, or even an alternative living environment.

9 Exit Inspections to Facilitate Return of Depositsandlords are required to return any
refundable portion of a deposit, or delivemaitten notice to the tenant of intent and reason(s)

G2 YFAYGOGlrAYy Fyed LRNIA2Y 2F GKS RSLIRaAld SAGKAY
laws. The same applies to a project sponsor that made a deposit on behalf of the client. Deposits
madewiththt 2! Fdzy Ra &4K2dzZ R 0S NBUOdzZNYySR RANBOGfe& G2
not to the client. This becomes program income that the grantee will track. Although not a
NBIljdANSYSYy(d o6& I ht2!3 A0 Aa adaA3ISaGSRitatKI i AT
Y2@SnAYyS GKS LINRP2SO0 aLRyaz2N) aidl¥F akKz2dzZ R 6KS
G2 GKS Y2@Sn 2dzi RIFIGS Fa LlRaairofsSo

S
S

CPD Income Eligibility Calculator
I 15Qa hT¥TFAOS 2F /2YYdzyAide ttFyyAy3a | vyighilitg SGSt 2 LIYSy
[ FE£OdzZt F G2NIAY HAMH® ¢KS OFfOdzE I G2NJ Aa |y AydaSNI O
and assistance amounts for beneficiaries of CPD programs, including HOPWA. The calculator is designed
for use by grantees and sub recipienfSCPD programs. The tool asks a series of questions depending

113



on the program, activities, and other factors. The user inputs data about each household and its
members, and the calculator works to generate a summary of results for each beneficiary. Eor mor
information on and access to the calculator, Vigibs://www.hudexchange.info/incomecalculatar/

Case Management and Supportive Services

Clients participating in the TBRA Program rectieesupport ofproject sponsor stafivhose primary
responsibilities are to perform initial program qualification verification, enroll clients into the program,
conduct annual recertification for the program, provide assistance to clients in understamding a
completing leases, and serves as a liaison between the client and landlord in lease negotiation or in case
of disputes. Th@roject sponsor stafflso serves as a liaison between the client and Ryan White (or

other social service) Case Manager to enghet the client receives the necessary services to maintain
independent living, and that the client remains engaged in case management, health care, and other
support services.

Within thirty (30) days of commencement of rental assistance, clients are required to register with a

Ryan White (or other social service) Case Managenaidtain engagement in such services thereafter.

TBRA clients aritie project sponsor staf§hall maintain monthly contact and shall conduct home visits

a minimum of every three (3) months. Upon commencement of assistmeproject sponsor staff

shallperform a housing stability assessment, and assist the client in developing a housing stability plan
oraSR 2y (KS laasSaavySyid +FtyR (KS OtASyiQa OFasS Yty
project sponsor staffshall review and update his ber plan during the home visiRroject sponsor staff

shall facilitate the continued habitability of the unit by monitoring the condition of the unit during home
GrAaAAGAZT YR F2ff26mndzld AYALISOUAZ2Y A 6 KSHeBlieni KSNBE I NB
Y20Sa4 Ay RdzNAyYy 3 K SngbeawBen gnfualNnapgdiidas. LISNA 2 R F I  f

To ensure that qualified service providers in the area make available appropriate supportive services to

the individuals assisted under the TBRA Program as required tedbral HOPWA regulations, tigi.V

HOPWA TBRA Program looks to the provider network under the Ryan White CARE Act Part B for the
provision of such services as, but not limited to, Ambulatory/Outpatient Medical Care (includes

laboratory services), AIDS Rimaceutical Assistance (Local), Oral Health Care, Health Insurance

t NEBYAdzYk/ 240G {KIFENAY3Is 12YS I SIfG4K /N8B aSydalrt 1S
¢KSNI LRSS aSRAOFE /&S alyl3aSYSyid oAyOfdzRAYy3a GNBI
Outpai ASydsx /+asS alyl3SYSyd ob2ymaSRAOFIf 0 9YSNHEHSyO&
Delivered Meals, Linguistic Services, Medical Transportation Services, Psychosocial Support Services,
Referral for Health Care/Supportive Services, Substance Abuse SemRiesidential, and assistance in

gaining access to local, State, and Federal government benefits. For any TBRA client who requires more
intensive care than can be provided in independent, subsidized housingrajet sponsor stafivill
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coordinate effats to identify and make referral to a care provider who can appropriately care for the
client.

AllowableTypes of Rental Housing for approved TBRA Clients

TheCLWOPWA TBRA Program provides ongoing monthly rental assistance for rental housing (including
manufactured homes and manufactured home sites), apartments, single room occupancy (SRO or

studio) units, shared housing, community residences, and therentgorti@ ¥ a2 YS f 2y 3and SNY
treatment facilities if that facility utilizes a landlord/tenant lease agreement.

lfft26l0fS NByllf K2dzaAy3d YIlIeé AyOfdzRS FFTFF2NRIofS N
subsidized housing (e.g., public housingsiim which the tenant pays a variable rent amount based on

I LISNOSyGlr3IsS 2F GKS GSylryidiQa Ay02YST YR Ay 6KAOK
with the tenant if the tenant leaves the unit).

The landlord/tenant lease agreement is enportant component of TBRA. TBRA is delivered as a

monthly rent subsidy (including a utility allowance when applicable) in situations where clients have

secured housing in the community with a private landlord, and where the lease/agreement is in the

cAh SyiQa ylIYSe ¢KS NBydGlf LIevySyda 2y o0SKIEFT 2F (K¢
Payments made directly to clients are prohibited.

All housing units assisted wiGLVHOPWA TBRA funds must meet local, state, and federal housing

quality standards. Housing units must pass inspection prior to the issuance of any HOPWA assistance

LI eayYSydGaod ! daraidllyOS LI eySyida Yre y2G o0S3IAy dzyGAf
authorization cannot be issued until: (1) a landlord participation agesgrs on file, along with an IRS

C2NY 2mndpT O0HO GKS dzyAlG KrFra LI aadSR AyalLISOiAz2yT FyR
Ot ASYyild A& 2y FAESD 'y FyydzaZt NBnNOSNIATFTAOFIGAZ2Y AYya

HOPWACase Management

Housing Plan of Care

There is a requirement in 24 CFR 574.500 to conduct an ongoing assessment of the housing assistance
and supportive services required by clients in the program. This requirement can be satisfied by project
sponsors developing individual housing service plan all beneficiaries, which tteLVHOPWA

Program refers to as thOUSING PLAN OF CARBPWA housing information services referenced in
574.300(b)(1) or housing case management funds referenced in 574.300(b)(7) may be used to help the
client understanl available housing resources, and develop and follow their individual Housing Plan of

I P NB gAGK O2yySOlAz2ya (2 20KSNJ adzLILR NI @® ¢KS LI Iy
stability needs and likely options for providing related assistancéyding the use of other housing

programs and mainstream hita and human welfare programs.
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Project sponsor statire responsible for making sure clients me&tvVHOPWA Program qualifications
and requirements, for assisting with the HOPWA application m®der documenting and verifying that
all requirements for the program are met, for developing a Housing Plan of Care, and for maintaining
accurate andipdated files on HOPWA clients.

Theproject sponsor staffvill help the client develop their indidualized Housing Plan of Camhich is a

written assessment with the primary goal of assisting the client to achieve independence from HOPWA

and live within their financial means. The Housing Plan of Care is developedppjda sponsor staff

and the cliet together to determine the need for housing assistance, the type of housing assistance,

FYR 6KFG Attt KIFLIWISY 4G GKS SyR 2F GKS I ht2! {GAYS
Plan of Care should include SMART (Specific, Measurable, Attairciéy/dble, Relevant, and Time

bound) goals with target dates, should document progress towards achieving these goals and dates, and
should document the accomplied goals and completion dates.

During the development of the Housing Plan of Care, alternsitivddOPWA services should be explored
and include, but are not limited to, the following:

1 Exploring housing options with family members.

1 Exploring locations close to family members for increased family support.

1 Seeking public housing or other public asgise housing programs.

1 Relocating the client to a community that has affordable and available housing.

In addition, the Housing Plan of Care shall address the following financial aspects:

9 Assisting the client to plan and budget their finances.

1 Accessingaditional income sources and social services.

1 Time frames for completing various disability applications, participating in the telephone
interview, gathering all medical records, and a contingency plan in the event the disability
application is denied.

1 Coahing session on how to go to the source of debt and establish a workable payment plan.

1 Referral to credit counseling company.

The Housing Plan of Care should be simple and clear statements that include the goals of the client in
securing stable and permant housing independent of continued HOPWA assistance.

The Housing Plan of Care should be updated montldgth month theroject sponsor staféhould

NEOASG GKS OfASyitQa ySSR F2N) O2y(iAydzSR K2dzaAy3a |y
secue permanent housing and help the client to achieve independence must be maintained in the

Ot ASyiQa FAtSe® LyOfdzZRSR Ay (i Kéfiamd? ebtitnyiStilelplani A 2y | NB

In conjunction with all of the financial information and documentation gathered during the application
and enrollment process, the financial status of the client is reviewed and modified as necessary, and
documented in the plan. Transferring the clientrfrmne funding source (such as HOPWA) to another
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(such as General Revenue) is not a substitute for assisting the client towards financial independence and
AStFTmadzFFAOASY O Ly FaaradAy3da K Sproedt sp@sgristafii 2 LI |y
should continue to review all items on the Clightdget Worksheetincluding the goals and the

progress to achieving these goals. If there have been any financial changes, the client should provide
appropriate documentation of all income and exgses. Although the regulations and guidelines do not
specifically include criteria that would preclude assistance based on a client's assets, when determining

the client's ability to pay for and maintain permanent, affordable housing beyond HOPWA assistan

then assets should be considered.

LY LINPGARAY3I {¢wa! lFaaradlryOoSs (GKS LINR2SO0 aLkRyaz
needs and related resources, along with the reasons or causes of the housing need.

Within 15 days of the startoks2 NI mi SNY | daAiadl yOSs (tdectS®rad LIASY (i o
staff) will develop and commit to an individualized Housing Plan of Care. The primary goal of the

Housing Plan of Care is to assist the recipient in maintaining independence froiAd&iRhe end of

0KS GAYSTMEAYAGSR aaraldlyoOSe ¢KS LIy akKz2dz R I RRN.
Ol dzaS F2NJ) K2dzaAy3d RSodG A& NBfIGSR (2 (GKS K2dzaSK2f
2T ONBRAUG O NRentiabtdhis,Of eatétaifritcvidied)nThaadsessment should help
RSGUSNNAYS K2g (2 0Said dzaS aK2NImTGSNY 2NJ NI yaAilaz
housing arrangements, including forms of supportive housing or more independentdivanggements
NEIFaz2yloftée Faa20ArGSR gAGK GKS FaaSaavySyid 2F GKS

' YFYYSNI GKFG KFa | adzFFAOASYd 2N Ot SINJ oSYySTFAOAL
AK2NI i SNY K2 dzady ILINBSBSRRSR VYR @S0G A2Y 6A0GK GKS
O2YLIX AlFLYyOS 6A0GK (GKS LIXIyd tflya akKz2dZ R SadlrofAirak
connection with their need to access medical treatment and supportive serviseeiated with

HIV/AIDS issues.

Allowable Activities and Payments

¢KS LizN1J2asS 2F aK2NIndGdSNY |aaradlryO0S Aa (2 | RRNBa
LINE@SyGa 2N NBRdzOSa (GKS LINBaaiAy3d NRala 2F K2YSt
GSNXZ &aidlotS K2dzaAy3ad | ht2! NBIdzZElFGA2ya NBIj dzA NB
term assistance will be given the support necessary to work towards this goal. The project sponsors
LINE GARAY 3 aK2NImd SNY | a Sdessinénts an8 creaté Aaling Plab2of GaczO i K 2
with the goal of promoty 3 f 2y AMGSNY K2dzaAy3d adloAftAded

¢KS / [+ I ht2! tNRBINIFYQa OFa&aS YIyF3aSYSyid aSNBAOSa
home; or if already homeless, assisting persons back to a stable and permanent living situation.

The program funds case management services to provide this function as long as it is associated with
accessing housing services through HOPWA.
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HOPWA policies and procedures. The contracted project sponsors, either directly or through

subcontracts, provide appropriate @asanagement services to HOPWA clients.

At intake, the project sponsor should complete a comprehensive housing needs assessment with each
FLILIX AOFYG Ay 2NRSNJ (2 RSGSNNAYS 6KSGKSNI GKS | LILI A
rental assistance. This assessment and planning process should also include the development of a
NEFfAAGAO K2dzaAy3a adGlFoAfATFGA2Y LX LY ol 2dzaAy3a tfl
client housing needs.

The project sponsor should document thiaconducts housing assessments with clients, creates

Housing Plans of Care for them, and connects them to case management and support. Client case files
and required reports (where applicable) should document these activities. The outcome goals bY¥the C
HOPWA Program are to increase housing stability, and improve access to health care and other support
through other public and private resources.

Case management services directly associated with housing services include time incurregrbjetite
sporsor staffin enrolling clients, providing assistance in finding housing for the client, and with required
reporting associated with the program. Clients should receive assistance in gaining access to local, state,
and federal government benefits and sees¢ permanent housing placement; and housing information
services, including counseling information and referral services. Other requirements include:

9 Clients shalhot be charged for HOPWA housing case management services.
1 The case management services praevided under the CLV agreements with the project
allR2yaz2NAR 02N dzyRSNJ GKS LINRP2SOG alLkRyazNaEQ O2yiaN

Other HOPWA Allowable Activities

STRMU support is limited to helping households on a temporary basis to maintain a current residence.
TBRAsupport5Y G SYRSR (2 LINBY23GS t2y3amidSNY¥I LISN¥IYySyi(isz 2
support such as Supportive Services, Permanent Housing Placement (PHP) assistance, and the costs for
2ymA2AY 33 K2dzZA Ay 3 adzl2 NI KNP dz3 Kto deBpfimadntfthe btsa & A & G | y O
AK2NITOGSNY yR f2y3aInidSNY aaradlyOoS FyR LINRBY2(GS K

Supportive Services

Grantees must assure that adequate supportive services are made available to all HOPWA households as
stated in 24 CFR 574.500(b)(3). These 8uNf@i A S aSNIBAOS&a R2 y20 KI @S G2 o
have the discretion to fund these services directly or to ensure that HOPWA households are connected

G2 y2ymnlht2! FdzyRSR adzLILR2 NI A GBS ASNBAOSa GKIFG | NB
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If a grantee electsatfund HOPWA Supportive Services, households receiving CLV HOPWA Program
housing assistance are qualified to receive such services, as provided by 24 CFR 574.310(a)(1).

Activities and costs related to delivering HOPWA Supportive Services are distinthdsmnrelated to

delivering STRMU and TBRA assistance, and must be separately tracked and allocated as a HOPWA
Supportive Services activity, not STRMU or TBRA. HOPWA Supportive Services include, but are not

limited to, costs related to developing a HousPign of Care, assisting households in locating and

2001 AYyAy3 K2dzaAy3ds GSylrylkK2dzaAy3d O02dzyaStAiy3das SYL]
households to access other mainstream benefits. HOPWA Supportive Services should be specifically

desigied to maintain the households in housing, and may continue to be provided to qualified

households that remain housed.

HUD, in partnership with the U.S. Department of Labor (DOL) developed Getting to Work: A Training
Curriculum for HIV/AIDS Service Provédend Housing Providers. The online training curriculum

provides an overview of the reasons why employment services for people living with HIV/AIDS are
essential, describes successful approaches to incorporating employment into HIV/AIDS service provision,
and highlights promising programs. More information on Getting to Work can be found here at
https://www.hudexchange.info/trainings/dehud-getting-to-work-curriculumfor-hiv-aidsproviders/.

Provision of Assistance to Survivors and Termination of Assistance
Survivorship Rights: Termination Resulting from Client Death

HOPWA rental assistance terminates immediately upon the death of a clidagssusurvived by

member(s) of the family who are listed on the housing application and lease agreement, and residing
with the client in the assisted unit at the time of their death. HOPWA regulations 24 CFR Part 574.310(e)
allow up to one year of rentalsaistance to such surviving family members as a grace period, which the
CIM ht 2! t NRPINI Y KFa FTR2LIWGSRd ¢KAa 2ySmeSkNJ INI OS |
the client. Assistance terminates upon the exhaustion of the grace period affordedisgriamily

members, unless the household becomes qualified for HOPWA housing assistance prior to expiration of
the grace period. Surviving family members may not accept payment of refunded amounts of any
deposits paid by HOPWA, instead, instruct the laratito pay such amounts directly to the project

sponsor agency. Project sponsors are required to provide housing resource lists and service referrals to
the surviving members in order to ease their transition.

Surviving Family Member with HIV/AIDS Diagi®s

In the event that surviving family members include a person with an HIV/AIDS diagnosis who can prove
residency in the unit prior to the death of the client and who was identified during the HOPWA
OSNIAFTAOFIGAZ2Y 62 NJ NBmOWINE dedniedthelgiaifigdiperdaN@ t0eS & 4 = & dzOK
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household and, therefore, client of the program, permitting HOPWA assistance to continue as long as
jdz ft AFAOFGA2ya INB YIFIAYlGFAYySR F¥2NJ GKS Ot ASyid IyR
certified within thirty (30) days of the death in the family.

Grounds for Termination

Housing assistance to clients of 6&VHOPWA Program may be terminated if the client violates
program requirements or conditions of occupancy. The federal regulations that gtheHOPWA
program recognize the importance of keeping persons with HIV/AIDS housed, and emphasize that
clients should be terminated only for serious or persistent violations after inteifmedteps have been
exhausted.

HOPWA project sponsors shouldteyii i S I LI NHAOA LI yiQa |daraidl yoS 2\
GKS NB3IdzA A2y aidlidSaed LG akKz2dzZ R 0SS S@OSNE LINRB2SOi
complaints voiced by clients, landlordgsse managersand other interested partieabout the

administration of the HOPWA program or policy issues regarding the program. Termination policies

should detail the actions that could result in termination, depending on the severity. These may include,

but are not limited to:

T b2ynO2YbBR EKYRSdzaAy3d O2yRAGAZ2Yya 2F £SIFasS 2Nty

o0 Abandonment of assisted unit, defined as a failure to reside on the assisted premises for
a period exceeding thirty (30) days, except in authorized cases where the client is
hospitalized or placedto residential substance abuse or mental health treatment.

o Commission by client, any member of the household, guests or any person under the
Of ASyiQa O2yiNRft 27F |yeé |0Ga GdKIG GKNBFGSY
enjoyment of the premises by l¢r residents.

o 9EO0OSa&aAr@®S RIYIAST 6Se2yR y2N¥Ift 6SEN YR
GKS Of ASydGz | OtASydQa 3FdzSadsz 2N YSYOSNI
damage is characterized by deliberate destruction of property inclugimglalism,
arson, and breaking or soiling fixtures, floors, walls, windows, doors, or appliances.

0 Moving into a new apartment unit without program authorization.

NY (/"

1 Program violations.

o Commission of fraud, bribery or any other corrupt or criminal acts imeotion with
any federal housing program. Such acts include failure by false statement,
misrepresentation, impersonation, or other fraudulent means to disclose a material fact
used in making a determination as to the client's qualification to receivecesv

0 Threatening or abusive behavior toward agency personnel, neighbor(s) or the landlord.
¢CKNBFGa 2F GA2tSyO0S YIé 0SS OSNBIEt 2N y2ynge
When the behavior constitutes a legitimate threat of violence to themsedveghers,
immediate termination is warranted.
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o Not meeting the income qualification when total household income is over 80% AMI, or
withholding income or verification.

o Failure to notify theproject sponsor staff a change in income within fifteen (15) days
of the event.

o Failure to notify theproject sponsor stafbf any changes in circumstances in order to
obtain or continue to receive benefits within fifteen (15) days of the event.

o Failure to cooperate in subitting required documentation/information within fifteen
OmMp0O RIF2a 2F LINPINIYQa NBljdzSado

o Failure to cooperate with Housing Plan of Care reassessments.

o Failure to locate suitable housing within required time or failure to actively apply for
and/oracceptlyy Il SNY adl of S K dthed soyfcas (lesSactiach 8) y OS TN

o Failure to attend project sponsor appointments, except in the case of iliness or other
extenuating circumstances.

o WSLISIGSR FILAtdzNE G2 YI1S GAYShéftheder@ YSYy G 27

Violation, Grievance and Termination Policies

HOPWA regulations 24 CFR 574.310(e), outline the minimum requirements for the contents of a

participant grievance and termination policy for all project sponsors. This includes policies ftinpand
AdzZNDAGAY I FlLYAfTE® YSYOSNR Ay GKS S@gSyid 2F GKS RSI
termination and grievance procedures protect the rights to due process of law for the recipients of all

HOPWA services. The key point is ensuring the rigtRodzS LINRE OSaao»Q ! yé& LISNER2Yy a
concerns or complaints and do so without fear of retribution. Persons lodging complaints are entitled to

GKS O2YLX Ayl 06SAy3 KIEIYyRftSR Ay |y SELSRASyi:z O2y¥
important that grievance policies be in place for all project sponsors that clearly provides information on

the manner in which grievances may be filed and how they will be reviewed and acted upon (as in chain

of decision making power).Whenever possiblerbal complaints should be resolved in the least formal

manner using a variety of approaches, including in writing, meetings and/or telephone conversations.

t N22SO0 alLl2yaz2NB Ydzaid Ffaz2 R20dzySyid Ay fieed Of ASy
and provided to the client, as well as efforts to avoid or prevent terminations. Clients should receive a

copy of the grievance and termination policy at the time of program enrolliment, and a signed copy

should be placed in their file for verificati that they were well informed of the policy.

Grievance Process

The grievance process applies to any decision by the HOPWA program, which may adversely affect the
Ot ASyiliQa ljdzZ t AFAOLFIGARZ2Y F2NJ FaaAraidl ynindton. A y Of dzRA Yy 3

DNASQlI yOSa Ydzad NBIFNR RSOA&aAA2Yyas 6KAOK | FFSOG |
assistance, and/or termination of assistance for program violations. Grievances must be in writing and
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must be directed to the program supervisétlOPWA regulations require that the client be provided
with access to a formal process that recognizes the client's right to appeal and the client's right to due
process of law. Federal regulations further specify that this process, at a minimum, meistad:

1 Serving the client with a written notice containing a clear statement of the reasons for the
determination.

91 Allowing the client to examine the case file, and all accompanying documentation and evidence
upon request.

1 Permitting the client to have review of the decision, with the opportunity to present written
objections before a person, other than the person (or a subordinate of that person) who made
or approved the termination decision.

1 Providing prompt written notification of the final decisitmthe client.

Evidence Examination

Based on the policy established, the grievance is examined. If it is determined to have merit and no
decision can be made based on the documentation alone, the program should schedule a meeting date
and time to hear tle grievance directly from the client. The grievance examination meeting should be
scheduled no later than fifteen (15) days after the determination of merit.

In the event that the client has been served with eviction papers, the program will make reasonabl

attempts to accommodate the client at the earliest possible date. Written notification of the time and

LX I OS 2F YSSGAy3dx | O0O02YLIYASR o6& F O2LkR 2F (KS 3N
manager if outside the project sponsor agencyd ancopy sent by certified mail to the complainant and

GKS O2YLAX FAYFIyiQa NBLINBaSydlridAdSs AT yé ARSYUGATA

Meeting and Due Process

Grievance meetings should be conducted in an orderly fashion, based on the policies established. Failure
to comply with thedirectives of the policy, by any participant in the meeting, may result in an exclusion
from the meeting. The outcome of the meeting should not affect any rights the client may have to a trial
or other review in any judicial proceedings, which may be ghtin the matter.

Clients have the right to withdraw their complaint at any time. The withdrawal should be presented in

writing to the project sponsor. The client must be notified in writing, via return receipt US Malil, of the

date that the withdrawal waseceived by the agency. A copy of the withdrawal will be kept in the

Of ASyiiQa FTAES® ¢KS LINHASa YIre 0 Fye GAYSTET 0ST2N
written stipulation, which resolves the issues being grieved.
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The client should wlays be afforded due process, with a fair and impartial examination of the
information, which provides the basic safeguards of due process. Satisfactory due process procedures
would include:

1 The opportunity to examine, before the meeting all of the docutserecords, and HOPWA
program rules relevant to the grievance.

9 The right to present evidence and arguments in support of the grievance.

1 The right to dispute evidence presented in support of the determination of qualification,
assistance, or termination aier appeal.

1 The right to reasonable accommodations for persons with disabilities to participate in the
hearing.

1 The right to language translation, if necessary.

1 The right to request the support of an independent advocate who may be a friend, family
member,or other supporter, to assist the client in the grievance process and attend the meeting
with the client.

1 The right to a decision within ten (10) business days based only on the evidence presented at
the grievance meeting, unless additional informationeiguested by the panel (such requests
shall be made in writing and copied to all parties unless such request is made during the
grievance meeting).

1 Written notification to the client of the final decision by the decision makers defined in the
grievance pticy should be sent certified mail, return receipt requested within ten (10) business
RFead ! O2LR® 2F GKS RSOA&aA2Yy aK2dzZ R 06S YIFAYydlA
communication should clearly include the reasons for the decision cited.

9 Should he client fail to appear for the scheduled grievance meeting they will be in automatic
default, leaving the challenged program termination or action to stand.

1 Any special accommodations required by the client, including translators, should be designated
onthe grievance form or submitted in writing and received by the program no less than three
(3) business days prior to the meeting.

lye LINPINYY @GA2fl A2y akKz2dZ R 0S Rigclhdngéfgris®R Ay (KS
resolve the matter with the client. Documentation of efforts will include records of verbal interactions
with client about the violation, documentation of diligent search for the client, copies of written
warnings, including the wamg of the possibility of termination, and ath material as may be relevant.
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also be included.

Independent evidence and/or documentation that shdbtle obtained for the file regarding violations
may include but is not limited to:

T /2LASa 2F fFyRE2NRnGSylIyd y2GA0Sa G2 O2YLIi & gA

f Police reports indicating behavior by any household member, guest or anyone withi8 Of A Sy (i Q
control, which threatens the health, safety or right to peaceful enjoyment of the premises by
other residents.

T t2ft A0S NBLRNIAazZ | NNBaida 2N 02y @AO0iAzya F2N RN
member, guest or anyone withinthe cliérQa O2 y i N2 f ®

1 520dzySydldAazy 2F + FILAESR RAfAIASYydH aSENOK F2NJI
unit.

1 Witnesses, including but not limited to the landlord, who are willing to attest to the behavior of
the client, any household member, guestoranon g A i KAy G KS Ot ASyiQa 02y
evidencing fraud on the part of the client.

WSYSYOSNE | ht2! LINP2SO0 alLl2yaz2Nh akKz2dzZ R GSNXYAYIGS
cases; hwever, if all efforts at correcting program violations have been exhausted, all termination
notices must be provided to the client in writing and contain the following elements:

1. The notice should inform the client that their assistance under the HOPW Agpndg being
terminated, the effective date of termination and a statement that the HOPWA program will
provide only one more month of rental assistance [or one (1) more mortgage or utility payment
in the case of emergency assistance], if applicable, fiwreffective date of termination if the
client remains in his/her currently assisted rental unit. If the client no longer resides in the
currently assisted rental unit (e.g., the client has abandoned the unit, moved without
authorization or has been eviadeconcurrent to the CLV HOPWA Program termination), the
I ht2! LINPINIY gAff LINPODARS y2 | RRAGAZ2YI T NByYydl

2. The notice should specify that a grievance may be initiated with the project sponsor within ten
(10) businessdays of the date of the termination notice.

3. The notice should provide a detailed explanation of the reason for termination. The explanation
must include the reason for termination (i.e., the incident(s) that led to the decision to
terminate, the time and dte of the incident(s), and the type of supporting evidence the
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landlord or provider has with regard to the incident(s) (witnesses, case file documentation,
police/incident report, etc.).
The notice should include a copy of the grievance policy.
The noticeshould instruct the client how to request a hearing in order to initiate the process.
The notice should clearly state the deadline for submitting a grievance.
The notice should state that the client has a right to be represented by an attorney or advocate
during the entire grievance process.
8. The notice should state that the client has the right to review his/her file at the project sponsor,
Fa ¢Sttt a Fye R20dzYSyidal A2y &adzll2NIAy3I GKS LN
HOPWA assistance.
9. The notice should explain that in the event that the client appeals the termination decision and
the grievance process is hot completed within the remaining one (1) month of assistance,
HOPWA assistance will continue until the grievance process is completed.
10.¢ KS y2GA0S akKz2dzZ R 6S FIFIESR (2 G(KS OftASyidQa | L+
mail to the client, return receipt requested.

No gk

Quialification for Further HOPWA Program Assistance

The CLV HOPWA Program allows for reinstating clieatgously terminated from HOPWA. Wherever

possible, care should be taken by agencies to ensure that clients evicted from housing do not lose their
fAY1Fr3S86a0 G2 YSRAOFIE OFNBP® ¢KS /[ + I ht2! tNRINIY
violations; however, clients terminated for documented fraud, a lifetime registration for sex offenses, or
convictions of manufacturing or producing methamphetamine on the premises of federally assisted

housing are prohibited for life to federally subsidized hogsassistance.

Cft2poAy3ad GKS 2ySméeSI NI SEOf dzaA2Yy I NBE LISNA2RI NBO2y
include the following elements:

T !' NBlFaasSaayvySyid 2F (GKS OftASydQa tAGAy3a aArddzZ GA?2
1 A written statement from the client explaining the situatithat gave rise to the previous
termination from the program, the steps that the client has taken since termination to address
Fye AYRAGARdZ f O0SKIFI@A2NR 3IAPAYy3I NR&AS (2 G4KS &S
and maintain stable housing.
1 If the client has an HIV case manager in the community, the case manager should work with the
client to develop a new care and housing plan form that outlines how the client will be assisted
in securing and maintaining stable housing. The plan should inchetsfis information
regarding the frequency of client contact with the HIV case manager, volunteers, or other care
providers in the community who will assist the client in their new housing. The plan should also
clearly outline the specific duties of théemt, HIV case manager, and volunteers or other care
providers who will assist the client.
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Eviction by the Landloffienant Law

Termination from HOPWA services is separate and distinct from eviction from housing by a landlord. A
landlord may have reasorfier evicting a client, justifiable or otherwise, which differ substantially from
termination of HOPWA assistance due to breach of other program requirements. In the administration
of HOPWA services, it is important that termination and eviction be cayefifferentiated.

LT Iy S@AOGAZ2Y o6& | flFyRf2NR YAIKG NBadzZ i Ay | Of
g2dZ R 02YS Ayid2 LXlFed [YRE2NRnGSYyryd 16 A& | Yl
NBEOALIASY(Ga 27T Irdntal’adsistan@ WTBRA]; hodvevér,SHe application of these laws to
supportive housing and especially to community residences or congregate housing can vary greatly from
state to state depending on local statutes and their application in court. The HO&y\lattons

describe a framework of due process that must be met, regardless of local laws and HOPWA project
aLlRyaz2Na akKz2dAZ R O2yadzZ i FI AN K2dzaAy3d O2dzyaStAay3a
tenant laws might affect their program.

AchSyid Yire 0S SOAOGSR o6& GKS fFyRf2NRZ Ay I O02NRI Y
governing evictions, for violating a provision of the lease agreement. However, HOPWA support services
should not necessarily be terminated unless HOPWA progréem ae violated and no resolution with

the client can be reached. It would be hoped that the landlord or client would contact the case manager

well in advance of a situation reaching the eviction stage in order to support the client, where possible,

in resolving the issue. If a landlord chooses to initiate eviction proceedings, in spite of case management
intervention, the client should be referred to legal services, and it may be necessary to make

arrangements for the client to move and continue the assise elsewhere.

HOPWA regulations describe a framework of due process that must be met regardless of local laws.
l ht2! LINPOARSNRB akKz2dZ R O2yadzZ G fS3lft O2dzyasSt I a
their program.

Landlords and tenants botimave certain rights and duties when an oral or written rental agreement has
been established; however, in many cases neither party is aware of what those rights and duties are.

Chapterl18Aof the NevadaStatutes outlines procedures directing both landlehd tenants toward

civil action. A summary devad®2d [ I Y Rf 2 NRk ¢ Sy I yitips:/[wivinol®.toyi/le@d@S T 2 dzy R
encyclopedia/overviewandlordtenant-lawsnevada.html This information is not intended for

providing legal advice. For additional information not addressed within this welbgitealways refer to

Chapter 118A ahe Nevad Statutes.
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Documentation of Program Violation and Client Response

The program violation shall be documented in the client's case notes in detail. Independent
documentation where applicable should also be secured (i.e., documentation by landlord that the client
has not been paying his/her required portion of the rent).

All efforts to resolve the matter with the client also shall be documented in the client's case file.
Documentation of efforts shall include records of verbal interactions with the client about the violation,
copies of written warnings (including the warniofithe possibility of termination), and other material

as may be relevant.

The client's efforts to make corrective action (or lack thereof) shall be documented in the client's case
file.

Termination of Assistance

Upon client's failure to take correctivaction: Once efforts made to secure the client's program
compliance have been exhausted and fully documented, the HOPWA projestosgsthall initiate
termination. Upon making a determination to terminate, the Terminatiogtter shall be sent directly to
the client with a copy to the HOPWA client file.

Termination from HOPWA Does Nitean Relinquishing Rental UniBecause the decision to

terminate HOPWA housing assistance is a consequence of a client's violation of HOPWA program rules, a
client may remainn the rental unit after the termination of HOPWA assistance consistent with the lease

as long as he/she is able to pay the rent and is complying with the other terms of the lease.

Fraudulent Information

Providing false information to the government whapplying for "federal public benefit programs" is

dzy t I 6 FdzAf T F2NJ Y2NB AYyF2NXIGA2Y 4SS t NP3INIY CNI dzR
Grantees are encouraged to contact their legal counsel and local HUD Field Office for guidance in
addressingpotential fraud by a HOPWA assisted household. It is recommended that project sponsors
maintain a fraud policy for their HOPWA program. In some cases, termination may be necessary. The
HOPWA regulations provide guidance on terminating assistance at ZrV€BRO (e)(2).

HOPWA Federal and State Reporting Requirements

The data provided in the required reports are used to satisfy federal and state reporting requirements as
well as for management analysis, planning, and resource allocation. It is impehaivdata is accurate
and provided within the specified timeframes.
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Reporting Overview

All CLV HOPWA Program contracted providers are required to adhere to reporting requirements as
defined by the federal and state governments, and any subsequent chamg@iesse requirements

enacted during the program year. Project sponsors must establish adequate data collection systems to
accurately meet federal and state reporting requirements in a timely manner.

Monthly invoices for HOPWA contracts are not to be psseel for payment unless all reporting
requirements have been met for the month.

In order to assisproject sponsorsn meeting their reporting requirements, theLV HOPWA Program

uses ZoomGrarus(Online Application Management SystpfioomGrantz isawebt6 8 SR | 33INB 3|
level reporting system that allowsoject sponsorso electronically reporon their HOPWA program(s)

Questions or concerns abodbomGrantg reporting should be directed to theLVY HOPWA Grant

Coordinator ZoomGrant® access and traing can be arranged by contactitige CLV HOPWA Grant

Coordinator.

Report Submission

HOPWA project sponsors are required to submit the following reports. These reports are used for
federal and state reporting, and program planning. It is extremely impoitaat these reports be
accurate and submitted on time. More details about thesports follow the table below:

Report Name Due Date* Responsible Party
HOPWA Monthl\Request for No later than ProjectSponsor
Release of Funds the 15" day of

the following

month
HOPWA Monthly Demographic| No later than Project Sponsor
Reports the 15" day of

the following

month

HOPWA Monthly Performance | No later than Project Sponsor
Measure and Outcome Reportg the 15" day of
the following
month
HOPWA Annud&erformance Within 30 days | Project Sponsor
Close out Report following the
end of each
contract year,
but no later
than submission
of June invoice
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HOPW/Consolidated Annual | Within 30 days | Project Sponsor/CLV
Performance and Evaluation | following the
Report CAPER end of each
contract yea

HOPWA Monthly Request for Release of Funds (ZoomiGartimission)

Project sponsors are required to suirmaiHOPWA Monthly Request for Release of Funds (RFF) through
ZoomGrants. The RFF report will capture the number of clients served, the number of units of service
provided, and the amount of expenditure by service categories during thehnmeing reported

through the CLVHOPWA Program. In order to maintain common reporting data elements across
programs, theCL\Vimay update the report format. The reports must be submitte@gomno later than

the 15" day of the following monthFor example, the report foesvices provided during the period of
July 1 to Julgl is due on or before August.15

HOPWA funds are paid to agencies arimbursementbasis. Therefore, it is extremely important that

the eligibility of an expense is verified prior to expending funds. Accuracy of submittals are important as
errors slow down the procesReimbursement will only be provided for allowable costs as approved

by the City of Las Vegaallowable costs must be directly related to the Grakit.agency requests for
reimbursement must be made by accurately completing the Request for Release of Funds Form, with
acceptable backup attached which ties to the expenses.

A Complete RFF Packiaetluding but not limited tothe following supportingdocuments:

Invoices/Check Requests

In order for the city to reimburse your agency, you must submit documentation to show who, what,
when, and how you paid the expenditure. In addition to the paid invoice, you must submit proof of
payment. All Project Sponsors are required to retain original documents pertaining to payments.
Purchase requests, invoices, etc. must be marked "PAID" with the check number, and date paid
included. A stamp is recommended for this. If any original document for aanegpannot be located
during a monitoring visit, the amount will be deducted from your next reimbursement request.

1 A quote or order form will not be accepted.
9 If a credit card is used, a copy of your statement showing it was paid must be submitted.
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1 Copes of client utility bills must be included.

Copies must be legible, please do not send the originals. Receipts cannot be dated prior to the beginning
of the program year (June 1st) or after the erfdlee program year (July 31st).

Copies of time sheetsmust be included if you are requesting payroll reimbursement. The time sheets
must include documentation of time spent with HOPWA clients. Many agencies use tracking codes or
work authorization codes, please use whatever method works best for you. Pligddigit the code
assigned to HOWPA or the hours worked on the time sheet.

Payroll Records

All Project Sponsors will maintain concise documentation for both the time worked and tasks
undertaken for all grant funded positions. Automated payroll paats prepared by an outside firm
must be available for review and kept on site.

1 Time sheets for employees paid with grant funds are mandafirge cards must be signed by
both the employee and supervisor, with the time worked on the grant project specifically
indicated.

1 Time sheets including the number of hours for each HORWgible activity and other funding
sources for the entire month signed by employee and supervisor.

o If an employee is paid by more than one grant or program, the payroll ledgereedl n
to reflect the distribution of time and money against each grant or program. A sample
time sheet is in this manual for your use.

1 Payroll reports detailing gross salaries are required, all withholding and employer payments
Medicare, Social Security 2AWNJ YI yQa O2YLISyal dAz2y Ayadz2Nt yOS | yi
profits are exempt from federal unemployment tax, however, they are required to file quarterly
state unemployment tax returns.

o Proof that your payroll service is not deducting Federal unemployrzent
o Computer printouts from your payroll service or canceled paychecks;
o Quarterly Federal payroll tax returns and State unemployment reports, or verification
from a payroll
A Service that these reports were filed; Worker's compensation payment receipts;
A Copiesof Wi Q& F3y¥dver page, or annual W/filing report from payroll
service.

Books, Ledgers and Computer Reports

Books, ledgers or computer printouts providing accounting for cash receipts, cash disbursements and
cash balances. All cash, reveawd expenses must be reconciled to the cash account. Documentation
must include: invoices, purchase requests, bills and other receipts, deposit slips, bank statements, check
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stubs, check books/computer ledger, canceled checks, and other verificatigplicahle. Backip
documentation for journal entries must be kept and properly filed.

1 General Ledger, or Category Repofte general ledger or category reports shall include
separate accounts for all assets, liabilities, income, and expense categenesl| as an
account for the cash balance.

9 Cash Disbursements\ computer printout of the grant expenses by category or account code
must be submitted with the reimbursement request.

How to fill out the RFF Form
The Request for Funds has several sections that must be fille®Reimbursement requests will not be
processed without this computer printout attached.

1. Request #'s should be sequential, Amount of Request should match the Request amount at the
bottom of the form, and the Period Covered should reflect the month in which the funds were
spent. Please use the beginning of the month through the end of the month, i.e. 9%1/19
9/30/19.

2. Please make and highlight any corrections to the Agency information contiaminkeid area; it is
important that the information is current.

3. Budgeted Amount, please do not change the amounts in the columns without discussing it with
the Programs Officer first assigned to the agency first. Request Amount should match the
receipts awl/or other documentation submitted. Previous Drawdowns should match the last
request and subsequent payment received from our office. Remaining Funds should be the total
after subtracting the Request Amount and Previous Drawdowns.

4. Signature and Date lin®lease sign and date the Request for Funds for submittal.

HOPWA Monthly Demographic Reports (ZoomGrasudmission)
Monthly status reports including the number of clients served are required whether or not a request for
payment has been submitted.

Project sponsors are required to submit the HOPWA Monthly Demographic Report/First Time This Year
(FTTY) Report in ZoomGrants, which captures demographic information for clients served with HOPWA
funds for first time this year (or FTTY), to meet federpbréng requirements. The client should only be
counted once per fiscal year. Enter the total unduplicated clients served in the month being reported by
gender, race, ethnicity and income status. For example, once you report a client in July, he ok she wil

131



not be counted again until the new contract year, which begins the following July. In order to maintain
common reporting data elements across programs, the CLV may update the report format.

The report must be submitted through ZoomGrants on or befoeeghibmission of the monthly invoice.

HOPWA Monthly Performance Measure and Outcome Reports (Zoonsrants

submission)

Project Sponsors are required to report on the Performance Measures and Outcomes associated with
HOPWA grant funds. The monthly statusogpexplains the progress the project has made in relation to
the goals and performance indicators outlined in the contract Scope of Services.

Project sponsors are required to subrttie HOPWA Performance Chart along with the Monthly

Demographic Report tiugh ZoomGrants on or before the submission of the monthly invdibis

OKI NIi AyOfdzRSa GKS atflyySR D2Ffté¢ O66KAOK Ydzald oS
G! OQlidzl £ ¢ F2NIILEf FOGABGAGASE (2 085 daJSNF 2 NN RzZLIR dzQOK i
YdzYo SN 2F K2dzaSK2f R&a (G2 0SkgSNB |aaradSR 6AGK | ht

HOPWA Annu#&erformanceCloseout Report (ZoomGrarssubmission)

HOPWAConsolidated Annual Performance and Evaluation RepARKER

GThe CAPERpert for HOPWA formula grantees provides annual information on program
accomplishments that supports program evaluation and the ability to measure program beneficiary
outcomes as related to: maintain housing stability; prevent homelessness; and impreasas aoccare
and support.

This information is also covered under the Consolidated Plan Management Process (CPMP) report and
includes Narrative Responses and Performance Charts required under the Consolidated Planning
regulations. Reporting is required fal HOPWA formula grantees. The public reporting burden for the
collection of information is estimated to average 41 hours per manual response, or less if an automated
data collection and retrieval system is in use, along with 60 hours for record keewigling the time

for reviewing instructions, searching existing data sources, gathering and maintaining the data needed,
and completing and reviewing the collection of information. Grantees are required to report on the
activities undertaken only, thusiere may be components of these reporting requirements that may not
be applicable

See:https://www.hudexchange.info/resource/1011/hopweaperform-hud-401106d/
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Ovaview

The Consolidated Annual Performance and Evaluation Report (CAPER) provides annual performance
reporting on client outputs and outcomes that enables an assessment of grantee performance in
achieving the housing stability outcome measure. The CARHR $tatutory and regulatory program
reporting requirements and provides the grantee and HUD with the necessary information to assess the
overall program performance and accomplishments against planned goals and objectives.

HOPWA formula grantees aregudred to submit a CAPER demonstrating coordination with other
Consolidated Plan resources. HUD uses the CAPER data to obtain essential information on grant
activities, project sponsors,, housing sites, units and households, and beneficiaries (whitdbsimatial

and ethnic data on program participants). The Consolidated Plan Management Process tool (CPMP)
provides an optional tool to integrate the reporting of HOPWA specific activities with other planning and
reporting on Consolidated Plan activities.

Table of Contents
PART 1: Grantee Executive Summary

1. Grantee Information
2. Project Sponsor Information

5. Grantee Narrative and Performance Assessment
a. Grantee and Community Overview
b. Annual Performance under the Action Plan
c. Barriers or Trends Overview

PART 2: Sources of Leveraging and Program Income

1. Sources of Leveraging
2. Program Income and Resident Rent Payments

PART 3: Accomplishment Data: Planned Goals and Actual Outputs

PART 4: Summary of Performance Outcomes

1. Housng Stability: Permanent Housing and Related Facilities
2. Prevention of Homelessness: Shberm Housing Payments
3. Access to Care and Support: Housing Subsidy Assistance with Supportive Services

PART 5: WorksheeDetermining Housing Stability Ootmes

PART 6: Annual Report of Continued Use for HOPWA FBaitid Stewardship Units (Only)
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PART 7: Summary Overview of Grant Activities

A. Information on Individuals, Beneficiaries and Households Receiving HOPWA Housing Subsidy
Assistance (TBRA, STRMU,,M4Eility Based Units, Master Leased Units ONLY)
B. FacilityBased Housing Assistance

Continued Use PeriodsGrantees that used HOPWA funding for new construction, acquisition, or
substantial rehabilitation of a building orratture are required to operatéhe building or structure for
HOPWZAeligible beneficiaries for a ten (10) years period. If no further HOPWA funds are used to support
the facility, in place of completing Section 7B of the CAPER, the grantee must submit an Annual Report
of Continued Projet Operation throughout the required use periods. This report is included in Part 6 in
CAPER. The required use period is three (3) years if the rehabilitation-ssibstantial.

Record KeepingNames and other individual information must be kept confiti@, as required by 24

CFR 574.440. However, HUD reserves the right to review the information used to complete this report
for grants management oversight purposes, except for recording any names and other identifying
information. In the case that HUD ost review clientlevel data, no client names or identifying
information will be retained or recorded. Information is reported in aggregate to HUD without
personal identification. Do not submit client or personal information in data systems to HUD.

Incoy SOGA2Y AGK GKS RS@GSt2LIYSyld 2F GKS 5SLI NIYSyYycC
Information Systems (HMIS), universal data elements are being collected for clients of HOQRMGA

homeless assistance projects. These project sponsor records wouldenblache, Social Security

Number, Date of Birth, Ethnicity and Race, Gender, Veteran Status, Disabling Conditions, Residence Prior

to Program Entry, Zip Code of Last Permanent Address, Housing Status, Program Entry Date, Program

Exit Date, Personal Idendétion Number, and Household Identification Number. These are intended to

match the elements under HMIS. The HOPWA progeael data elements include: Income and

Sources, NoiCash Benefits, HIV/AIDS Status, Services Provided, Housing Status or Destitlagio

end of the operating year, Physical Disability, Developmental Disability, Chronic Health Condition,

Mental Health, Substance Abuse, Domestic Violence, Medical Assistancecah&dunt. Other

HOPWA projects sponsors may also benefit from ciitig these data elements. HMIS local data

systems must maintain client confidentiality by using a closed system in which medical information and

I L+ adlddza FNB 2yfée aKINBR gAGK LINPOARSNB OGKI G KI
management, tratment and care, in line with the signed release of information from the client.

Operating Year. HOPWA formula grants are annually awarded for a thye&r period of performance
with three operating years. The information contained in this CAPER mustesyira oneyear period
2F I ht2! LINPINIY 2LISNIGA2Y GKIG O2AYyOARSa gAGK (K
More than one HOPWA formula grant awarded to the same grantee may be used during an operating
year and the CAPER must captutda@amula grant funding used during the operating year. Project
sponsor accomplishment information must also coincide with the operating year this CAPER covers. Any
change to the period of performance requires the approval of HUD by amendment, suclexdsmasion
for an additional operating year.
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Final Assembly of ReportAfter the entire report is assembled, number each page sequentially.

Filing Requirements

Within 90 days of the completion of each program year, grantees must submit their comgliéfelR to

GKS /t5 5ANBOG2NI Ay GKS 3INIyGaSSQa {iGFdS 2NI[20I¢
HOPWA@hud.goElectronic submission to HOPWA Program office is preferred; however, if electronic
submissia is not possible, hard copies can be mailed to: Office of HIV/AIDS Housing, Room 7248, U.S.
Department of Housing and Urban Development, 451 Seventh Street, SW, Washington, D.C., 20410.

For more information go to:

https://www.hudexchange.info/trainings/courses/hopweapekrtrainingemodules1/

HOPWArogramForms(samples)

Consent to Release Information (ROI)
Statement of HIV Verification
ParticipationAgreement
Participant Rights and Responsibilities
Income Eligibility Calculation Worksheet
Income Exclusions
Verification of Zero Income
Client File Checklist
Housing Assistance Application and Assessment
. Client Budget Worksheet
. Housing Plan of Care
. Worksteet for Calculating Maximum Subsidy for Resident Rent/Mortgage Payment
. Worksheet for Calculating Utility Allowance
. Landlord Agreement
. Security Deposit Agreement
. Tracking Housing & Supportive Service Payment Assistance Worksheet
. Grievance Policy
. Rent Reasaableness Checklist & Certification
. Earned Income Disregard
. Tenant Inspection & Smoke Detector Verification
. Housing Quality Standards (HQS)
. Lead Paint Poisoning Certification
. Termination of Assistance Letter
. Termination Checklist

© o N OA~®WNPRE

NNVNNNNRPRRRRRRERRR
B WNRPOOOMNODUDNWNIERO
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25. Client Satisfaction Survey

26. Request for Release of Funds Checklist
27. Request for Release of Funds (RFF)
28. Line Item Expense Detail

29. Annual Close out Report Checklist
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Consent to Release Information (ROI)
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PERMISSION TO RELEASE CONFIDENTIAL INFORMATION TO

SECURE NECESSARY SERVICES
HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS

T authorize personnel of or this local agency
to share my identity, the fact that T have a confirmed diagnosis of HIV or AIDS, and that I seek their services for
support. I authorize only those agencies or individuals who are listed below. Unless I have initialed and signed
additional release forms for specific purposes, no information which might identify me may be shared by

representatives of or this Agency with any other person or organization.
T understand that or this Agency will take all necessary precautions to
protect my identity. This consent expires months after signed, when revoked, in writing, by the

authorized person, or upon exit from the program.

By my signature below, I hereby agree that I shall not hold or this Agency
liable for the performance or quality or degrees of performance of
services agreed to by aftiliates. I authorize and this Agency

to release my identity, my HIV/AIDS status when necessary, and my need for
services and support to the individuals, groups, or agencies listed below.

Name of Authorized Persons* Applicant’s Initials Date
Agency Name:
Case Manager:
Physician:
Clinic:

*This includes Clergy, Counselors, other Agencies, Faniily members, Attornevs, Landlords, or anvone that the client may so choose.

My signature below, authorizes (Agency) to release necessary information to the
agencies and individuals initialed by me, above. Further, if I am unable to participate in a determination of those services
which would be of benefit to me, or my permission 1s needed in the future to authorize additional services for this program,
my signature below authorizes the named individual to sign for assistance for me in my absence after receiving my verbal
pernussion. Finally, if T am unable to make decisions, the person listed below 1s hereby authorized to represent me:

Print Name of Designated Individual Relationship
Address Phone/Fax
Client Signature Date

Witness Signature Date

NOTES:




Statement of HIV Verification
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STATEMENT OF HIV VERIFICATION

HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS

Note: This form may be filled out by a physician, certified health care worker, or HIV testing site
Representative.

Applicant’s Name:

Social Security Number:

I certify that has

tested positive for the Human Immunodeficiency Virus.

Printed Name:

Signature:

License #: (if applicable) State Issued:

Date:

Telephone: ()

Fax: ( )

Address:

City State Zip

NOTES:



Participation Agreement
CLV HOPWA PROGRRMRTICIPATION AGREEMENT

The HOPWA Program was authorized by the National Affordable Housing Act (Public L&255 101
November 28, 1990, to provide states and designated eligible metropolitan statistical areas (EMSAS)
with the resources and incentivés devise longerm comprehensive strategies for meeting the housing
needs of persons with HIV disease and AIDS.

The purpose of the CLV HOPWA grant is to provide assistance withieshorent, mortgage, and
utilities (STRMU); transitional housing; andmanent housing placement (PHP). As a shemin
intervention tool, STRMU assistance is not intended to provide continuous or perpetual assistance.

The objective of the HOPWA program is to address the housing needs of eligible persons associated with
the challenges of living with HIV/AIDS. HOPWA is a "nbadsed" program; therefore, clients must
demonstrate the level of benefits needed through verifiable documentation.

Verifiable documentation of client expenses to be covered by program assistance idlasvfo

w Monthly mortgage statements or lease/rental agreements.

w Default/late payment notice for rent, mortgage or deed of trust, or certified letters from
landlords.

w Original copy of utility bill, or default/late/overdue payment notice for utilitié®wing period

of service rendered.

Guidelines from HUD strongly encourage the HOPWA funding be administered in coordination with
Ryan White programs. Funding received from this grant may not be used to replace other state, federal,
or local funding.

HOPWASs a federal funding source from HUD, and should be accésSe®dlLAST RESORT.

HUD guidelines also require the client to secure and maintain housing stability and enhance financial
management. The strategies to accomplish this will include a comprehegsialegriented,
individualized plan of care.

The following application and plan of care information must be completed and signed by the client and
Housing Coordinat to process your application.

Client Signature Date
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Housing CoordinatdBignature Date
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Participant Rights aridesponsibilities
CLV HOPWA PROGRAM PARTICIPANT RIGHTS AND RESPONSIBILITIES

I am applying for assistance through the State HOPWA Program. | understand there
are multiple components in the application process that | agree to complete to the
best of my ability.

| authorize my Housing Coordinator to obtain the information needed to determine
my meeting program qualifications for HOPWA services and to develop a
personalized plan of care.

| certify that | have not manufactured or produced methamphetamine on the
premises of federally assisted housing (24CFR 960.204, 24CFR 982.553); and |
am not a sex offender subject to a lifetime registration requirement under a
State sex offender registration program (24CFR 960.204, 24CFR 982.553).

Persons applying for assistance through the CLV HOPWA Program have
rights and responsibilities.

RIGHTS

1 You have the right to choose whether or not to
apply for assistance through this program.

1 You have the right to choose the service providers
from whom you will receive your HOPWA services, to
the extent that they are available.

1 You have the right to receive the HOPWA services you
need; these may or may not include all the services you
desire.

1 You have the right to receive timely, respectful, high quality
services from the staff of all providers without regard to
age, ethnicity, gender, disability, religion, sexual
orientation, values and beliefs, and marital status.

1 You have the right to request copies of all signed
documents and have access to your service record.

1 You have the right to participate in the development of your plan of
care.

1 You have the right to receive current information and
education about housing services and resources.

1 You have the right to file a complaint, grievance, and appeal
for decisions with which you do not agree.

1 You have the right to request an interpreter to enhance communication.

RESPONSIBILITIES
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You are responsible to conduct yourself in a

courteous, cooperative, assertive, and respectful

manner.

You are responsible for keeping scheduled appointments,
responding in a timely manner to all appointments, and
accepting offered and necessary services.

You are responsible for notifying the project

sponsor if any iliness interferes with scheduled
appointments.

You are responsible for working with your Housing
Coordinator to develop a plan of care, and actively
participate in its implementation.

You are responsible for providing all documentation needed to acquire
housing services.

You are responsible for notifying your Housing Coordinator when you have
problems in obtaining housing services or when you are dissatisfied with

your care.

You are responsible for following health care instructions to the best of your ability.
You may be responsible for a portion of the costs of your housing services.

You are responsible for notifying your Housing Coordinator of any

changes such as address, income, and living arrangements.

CLIENT COMPLAINT, GRIEVANCE, AND APPEAL PROCEDURES

T

1
1

You have beeni nf or med of the project sponsor ds
grievance, and appeal procedures.

You have the right to file a complaint, grievance, and/or an appeal.

You have the responsibility to initiate these actions.

| have had the opportunity to discuss, and | am fully aware of the
Participants Rights and Responsibilities outlined above. The Housing
Coordinator will provide a signed copy to the client.

Client Signature Date

Housing Coordinator Signature Date
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Income Eligibility Calculation
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HOPW A Household Incom e Eligibility W orksheet for All HOPWA Activities (Except Houzing Information Sves.) Rev. 11/01/15/2015

Client Unique ID: Calculation Date:

HOPWA regulation 24CFR.374 310d(1)(2)(3) =tates: “Fesident rent payment Except for persons in shoreterm supported housing, each person recefving rental assismnce under this)
program or residing in ey rental housing assisted under this program must pay as rent, inchwing uellides, an amount which is the higher of: (1) 30 percent of the famil’'s monthly adjusted)
income (adjustment factors include the age of the individoal medicel expenses, =size of family and child care expenses and are deascribed in demi in 24CFE.5.609); (2) 10 percent of the
famit’ s monthtr sross income; or (3) If the family is receiving payments for welfare assismnce from 8 public agency and 8 part of the payments, adusedin accordance with the famitys|
actual housins costs, iz specificelly desiznated by the agency to meet the famity’s housing costs, the portion of the payment that iz desiznated for housing costs™ Documentadon and
WV erification of Income: As 8 condiion of participadon in the program, each client must agree to supply such cerdfication release, informadon, or docum entation as the agency determines|
to verify the client s income.

SECTION I: GROSS5 TOTAL HOUSEHOLD INCOME

The total income of the household (Annual Gross Household Income) is from all sources anticipated to be received in the 12-month pe riod fo lowing the effective date off
the income certification. Therefore, income must be ANNUALIZED, e g pavment amount multiplied by numberof payment periods per vear for all income source s.

* NOTE: ALL BLUE CELL INFORMATION MUST BE ADDED MANUALLY

Entired Household
(. All members)

The full emount (before payroll deducdons) of arymal eamed wages and =alaries, overtime pay, commizsions, fees, dps and bormizes,
other compensaton for personal services prior to payroll deductions. Does not apply to ermed forces service. Applies

b employment income of client and afl household members 12 and older. (For full-fime smdenrs whe are 18+, bur are NOT head, $0
co-head, spouse or sole member, only $480 gf dieir roral annual earned inceome should be included here.)

2) MNetincome from operation of 8 personalty owned business or profession 50

3) All rezuler pay, specisl pay and sllowanc es of 8 member of the Armed Forces (Except Hoztle Fire Pay). 50

4 Periodic payments from Social Securnity, anmities, inmurance policies, retrem enr funds, pensions, dizabiicy or death benefirs, -7
excluding himp sum peyments for the delayed start of 8 periodic payment (Except 85 provided in 24CFFE. 5.609(c) 14)).

Payments in leu of earnings, such a3 tnemploym ent, dizabiirs,
24CFR. 5 .609(c)(3)).

worker’ s compensation and severance pay. (Except as provide din

50

m
-

&) Welfare assistance, inchiding payments made under other program s finded, separately or jointly, by federsl, state, or local 50
sovernmm errs which are not excluded by Federal Stanuwes (See Part 5.609 & 5.611 Tab of this Excel Waorkbook).

e Periodic aflowanc es inchiding alimony and child support payments, and regular ¢ ontributions or gifts received from orzenizations or 50
perzons not reziding in the residence.

Intere st dividends, and other net income of ey kind from real or personsl properry. If net family assets are in excess of 55,000,
arrmal income shall include the zreater of acmal income derived from net famity assets or 8 percentage of the value of such assers

8 baszed on the current pa sshook savings rate, as determined by HUD. For the current pa ssbook savings rare, urlize die HUD-
approved rare for the local Secrion 8 program gffice.
2y TOTAL ANNUAL GROSSENTIRE HOUSEHOLD INCOME . (Sum gf Lises 1-5) S0

10) AreaMedianIncome forthis household's residence: $

11) Applicable HOFWA Area Median Income for this household's size and location at 3020 - Low-Income: %

12) Applicable HOPWA Area Median Income for this household's size and location at 5026 - Very Low-Income: $

13) Doesthis household qualify for HOPWA housing and services? Yes No

Note: HOPWA gmantees can set the Area M edian Income Threshold below 8020 AMI with HUD Approval

Note: Total household income must be reassessed at least annually. If however, there is substantial change in the
household’s income during the vear, an adjustment must be made to the resident rent to reflect the change in income.

Applicant Worksheet Signatures

Client Signaturae: Data:

Staff Signatura: Date:
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Income Exclusions
HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS

For complete regulations, refer to 24CFR5.609(c)
Annual Gross Income Does Not Include:
1. Income from employment of children (including foster children) under the age of 18 years;

2. Paymentgeceived for the care of foster children or foster adults (usually persons with
disabilities, unrelated to the tenant family, who are unable to live alone);

3. Lumpsum additions to family assets, such as inheritances, insurance payments (including
paymens under health and accident insurance and worker's compensation), capital gains and
settlement for personal or property losses;

4, Amounts received by the family that are specifically for, or in reimbursement of, the cost of
medical expenses for any famityember;

5. Income of a liven aide;

6. The full amount of student financial assistance paid directly to the student or to the educational
institution;

7. The special pay to a family member serving in the Armed Forces who is exposed to hostile fire;
8. (8) Amounts received under training programs funded by HUD;

(b)Amounts received by a person with a disability that are disregarded for a limited time for
purposes of Supplemental Security Income (SSI) eligibility and benefits because they are set
aside foruse under a Plan to Attain S&8tifficiency (PASS);

(c)Amounts received by a participant in other publicly assisted programs which are specifically
for or in reimbursement of oubf-pocket expenses incurred (special equipment, clothing,
transportation, chid care, etc.) and which are made solely to allow participation in a specific
program;

(d)Amounts received under a resident service stipend. A resident service stipend is a modest

amount (not to exceed $200 per month) received by a resident for performsgyvice for the

Public Housing Authority (PHA) or owner, on a{iane basis, that enhances the quality of life

in the development. Such services may include, but are not limited to, fire patrol, hall

monitoring, lawn maintenance, resident initiativesozdination, and serving as a member of the
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period of time;
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(e)Incremental earnings and benefits resulting to any family member from participation in
qualifying Stater local employment training programs (including training programs not
affiliated with a local government) and training of a family member as resident management
staff. Amounts excluded by this provision must be received under employtreining
programswith clearly defined goals and objectives, and are excluded only for the period during
which the family member participates in the employméraining program;

9. Temporary, honrecurring or sporadic income (including gifts);

10. Reparation payments palaly a foreign government pursuant to claims filed under the laws of
that government by persons who were persecuted during the Nazi era;

11. Earnings in excess of $480 for eachtiolle student 18 years or older (excluding the head of
household and spouse);

12. Adoption assistance payments in excess of $480 per adopted child;

13. Deferred periodic amounts from Supplemental Security Income (SSI) and Social Security benefits
that are received in a lump sum amount or in prospective monthly amounts.

14. Amountsreceived by the family in the form of refunds or rebates under State or local law for
property taxes paid on the dwelling unit;

15. Amounts paid by a State agency to a family with a member who has a developmental disability
and is living at home to offsée cost of services and equipment needed to keep the developmentally
disabled family member at home; or

16. Amounts specifically excluded by any other Federal statute from consideration as income for
purposes of determining eligibility or benefits undecategory of assistance programs that includes
assistance under any program to which the exclusions set forth in 24CFR5.609(c) apply. A notice will be
published in the Federal Register and distributed to PHAs and housing owners identifying the benefits
that qualify for this exclusion. Updates will be published and distributed when necessary.

17. EARNED INCOME DISREGARBSEHCIENTY INCENTIVES FOR PERSONS WITH DISABILITIES
In addition to deductions mandated in 24 CFR 5.611(a), HUD requires disregambfoe to previously
unemployed persons with disabilities who have earned income as described in 24 CFR 5.617(a)(b)(c)(d).
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Verification of Zero Income
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